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Chapter 4 - Food Instrument Processing

Capabilities
Purpose

The WIC Program designates approved foods that may be purchased with WIC funds. To
facilitate the prescription of foods to WIC clients, standard combinations of foods are defined,
called food packages. A number of food packages are structured for each WIC category (e.g.,
pregnant woman, infants, children) and the various packages developed for each category vary in
their food content to address different nutritional requirements. The approved foods included in
each package are grouped into food instrument types.

A food instrument type may contain one or more specific approved foods, and a food package
may contain one or more food instrument types. The foods identified for each food instrument
type will include the food name (e.g., whole milk), a food unit size (e.g., % gallon) and a food
unit quantity (e.g., 3 units).

The WIC System will capture data about foods approved by WIC, the groupings of foods into
food instrument types, and the groupings of food instrument types into food packages. The
System will be capable of maintaining data for up to several hundred food packages to
accommodate AZ State WIC needs.

The Food Instrument function module is intended to process all printed food instruments,
including processing instruments that are redeemed by participants and vendors, instruments that
are issued but not redeemed, and instruments that are printed but not issued to WIC clients (e.g.,
misprinted instruments and instruments that are not picked up). All instructions are matched
against the original records for issuing food instruments. This functional area also issues payment
instructions to enable the payment of vendors for redeemed instruments. This functional area uses
information collected and maintained by the Food Instrument Production and VVendor
Management functional areas.

It will also be noted the reconciliation of food instruments is described in the context of an on-
line system, with food instruments printed On Demand and automatically recorded in the WIC
System. As a result, in contrast to many existing WIC Systems, it will be extremely rare that a
food instrument would be redeemed that is not already recorded as issued by the WIC System. It
will also be noted that some of the functions noted for the WIC System may be performed
external to the WIC System by the clearing system used by a bank or other organization that
processes WIC food instruments.

The Food Instrument function area brings together issuance and redemption information tying
Vendor Management and Food Instrument issuance together. The Food Instrument functionality
is incorporated into the end of day processing component. Within this component, FI issuance
and void information is transported from the Local Agency to the State Agency food instrument
database where it is consolidated with the existing food instrument information. The information
is then gathered into a file which is transmitted to a fiscal intermediary.
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General Description
Food Instrument Module is made up of the following functions:

Track Current Status of Food Instruments

The Arizona WIC AIM System provides the State the ability to track the current status of all food
instruments.

Consolidate Food Instrument Issuance Data

Information about food instruments produced and/or voided will be updated periodically from the
local sites to the central database. The System will transport (using the end of day functionality)
information about food instruments produced and/or voided. Information necessary to approve
food instrument payment and ensure one-to-one reconciliation will be passed to WIC’s banking
contractor each day.

Check for Redeemed but Unissued Food Instruments

The Arizona WIC System will provide information on food instruments that have been redeemed
with no issuance. The banking contractor will also be provided this information.

Maintain Valid Food Instrument Numbers

The System will consider the range of food instruments numbers that have been assigned to Local
Agency and are legitimately available for issuance.

Void Unissued Food Instruments

The System will allow the user to void food instruments that are lost, stolen, damaged, etc. This
is done on an individual client basis.

Maintain Food Instrument Stock Inventory

The System provides the ability to keep track of FI stock.

Maintain Valid Food Instrument Dates

The payment and reconciliation System described assumes that Fls will be processed in a timely
manner. The date of deposit will be considered to be the date redeemed for purposes of editing
for stale dated Fls. Therefore, the vendor has 60 days from the date of issue before the FI is
considered stale-dated. This need for timeliness requires that a nightly transfer of data be carried
out between the State Agency and the banking contractor.

Provide Not to Exceed Amount

The System will generate a price limit for each food instrument that will be used to audit
individual food instruments for price reasonableness (by the fiscal intermediary).

Note: The price limit will not be printed on the face of each draft.

CMA Consulting Services 4-2 April 27,2007



Arizona AIM System Food Instrument Processing
Local Agency User Manual

Automated Voiding of Out of Date Food Instruments

The automated end of day process will void all food instruments that have become stale dated and
have not been redeemed. This process will lessen the amount of manual voiding that is done,
provide better visibility on instrument usage, preclude possible misuse of food instruments and
help in reconciling closed out months. It should be noted that the list of Food Instruments that
have been normally voided will be passed to the fiscal intermediary. Food Instruments that are
voided because they are “stale dated” will not be included in this file because they will be
rejected by the Stale Date process of the fiscal intermediary.

Consolidate Issuarnce and Payment Information

The Arizona WIC System will have one source for all issuance and redemption information, the
food instrument database. This database will be the source of data regarding expenditures,
obligations and vendor payments. By using one data source, the Arizona WIC System will be
assured of timely, accurate and consistent reports regardless of the functional area which is
requesting information. Finally, the redemption information will be passed down to the Local
Agency for updating their food instrument information with redemption data.

Capture Fl Rejection Information

In addition to the automated edits discussed above, the payment and reconciliation system shall
include a number of visual edits (by the fiscal intermediary). These include review for participant
signature missing and altered prices (as defined by Arizona WIC policy), preprinted food
quantities, or preprinted valid dates. [Note: The State shall decide which of these errors is
grounds for food instrument rejection and notify the fiscal intermediary.]

The Arizona WIC System supports the visual editing that the fiscal intermediary will need to do
for missing signatures, etc., by providing timely transfer of issuance data. Any requested Fls will
be passed back to the State Agency system during the nightly polling that occurs with the fiscal
intermediary to assist in the payment and reconciliation process.

Whenever an FI containing one of these errors is paid and whenever an Fl is rejected from the
payment system, a record shall be produced which captures the vendor ID number, serial number,
claimed amount, and reason rejected or paid with errors. The System will aggregate these records
(by vendor) nightly and pass them to the vendor management unit for review, analysis, and to
assist in any subsequent payment of rejected Fls.

Provide Food Instrument Status to Local Agencies
The Arizona WIC AIM System will pass redemption information from the consolidated
issuance/redemption database at the State Agency down to the Local Agency. This movement of

data will be done utilizing the end of day process.

Having redemption information at the Local Agency is important in helping staff assess voids and
food instrument usage patterns.

Provide Void Capabilities

The System provides the ability (both automatically and manually) to void food instruments, both
issued and unissued.

CMA Consulting Services 4-3 April 27,2007



Arizona AIM System Food Instrument Processing
Local Agency User Manual

Void Food Instruments

The WIC Program prints some food instruments that are not issued to participants, and some
instruments are issued but are not redeemed by participants with vendors. Some of the reasons
food instruments are not issued include food instruments damaged during printing, food
instrument stock that cannot be printed because of printer alignment constraints, and misprinted
food instruments. Although participants are encouraged to use all of their food instruments, they
sometimes choose not to use some of the food instruments issued to them. Also, food
instruments are sometimes damaged, lost or stolen while in the participant's possession. State and
Local Agency staff enter voiding information, and destroy the void food instruments or mark
them as void.

These unissued on unredeemed food instruments must be voided to ensure that they are not used
fraudulently, and to de-obligate the value of the food instrument. Food instrument voiding data is
used by other functions within Food Instrument Payment and Reconciliation to ensure that food
instruments redeemed by vendors have not previously been voided.

The System captures and maintains data about the manual voiding of food instruments. It
captures and maintains this data for food instruments printed On Demand. Food instrument
voiding data is stored in the Food Instrument data store. The System will ensure that users are
not attempting to manually void an unissued, previously voided or previously redeemed food
instrument, and will produce reports for State and Local Agency users that list voided food
instruments.

Arizona WIC will not reissue food instruments voided as lost/stolen unless the instruments are
found and returned to the clinic.

Formula Replacement

The WIC Program provides the ability to replace existing, uncashed food instruments containing formula
with FI’s containing a different type of formula.

Calculate Reasonable Obligation Value

The WIC System provides a function to calculate the reasonable obligation value of each food
instrument.

This function supports the calculation of a (estimated) reasonable obligated value for food
instruments by type by vendor peer group. The function arrives at the value through cumulative
analysis of redemption amounts for each food instrument type within vendor peer groups. The
function assigns as a reasonable obligated value, the maximum legitimate value of redeemed food
instruments (by FI type within vendor peer groups) plus a user designated inflation factor
percentage.

For low usage or new FI types, the State will establish a reasonable obligation value based upon
the standard State maximum value or the exception value based upon special foods in the food
instrument. Both of these values are maintained by the Financial Management function.
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Support Interface with Banking Services
The Arizona WIC AIM System is designed to communicate with a fiscal intermediary for the
State.

Update Fiscal Intermediary Data

Information related to food instrument payment and reconciliation shall be passed to WIC's fiscal
intermediary each day. Using this data, the fiscal intermediary shall compare the instrument
presented for payment against the issuance record.

Provide Prompt Capture of Food Instrument Issuance

A record of issuance will be provided by the nightly updating of the fiscal intermediary's
electronic records of food instruments that have been issued or voided. The movement of
information shall enable the fiscal intermediary to compare food instruments presented for
payment against the issuance information.

Provide Food Instrument Processing Data

The Arizona WIC System accepts payment information and rejected Fls from the fiscal
intermediary and uses that information to update the State Agency database. The updated
information is then used in the production of expenditure, obligation, and vendor reports. The
information is also passed back down to the Local Agency for updating the food instrument
information.

Automated Edits

The fiscal intermediary will receive requests for payment through the Federal Reserve System
from vendors redeeming WIC food instruments. When the fiscal intermediary receives an
electronic food instrument record, a number of automated edits or processes will be triggered
including:

Once all of the prepayment edits have been passed, an electronic record of the redemption will be
sent from the fiscal intermediary to the Arizona WIC System. The information will be
consolidated against the issuance in the food instrument database. This information will be
immediately available to the Financial Management function to support its need for timely
expenditures and obligation information and to the Vendor Management function for its need to
review, analyze and assist in any subsequent payment of rejected food instruments.

e The presence of a matching issuance record

e [ssuance date comparison to date submitted for payment (if the date submitted for
payment is post dated prior to the first date to spend, or is after the last vendor submission
date (stale), the FI shall be rejected)

e Review a food instrument for participant signature missing

o Review of food instrument for altered prices, quantities or dates

e Payment must be less than or equal to the maximum amount
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o Visual edits will ensure that the vendor ID numbers not missing or unreadable

e Automated edits will ensure that the vendor ID number exists on the current authorized
vendor file. Any unauthorized or unusable vendor IDs will cause rejection of the food
instrument for payment

Note: All automated edits are performed by the fiscal intermediary.

Reconcile Redeemed Food Instruments

Food instruments issued to WIC participants are submitted to vendors as payment for the
approved food items. Vendors in turn submit these instruments for payment to their bank. The
submission of food instruments to vendors, and their processing for payment, must follow certain
procedural requirements.

Maintain Food Instrument Amount

Entry of the redeemed price (by the fiscal intermediary) shall trigger a comparison between that
price and the obligated value of the food instrument. The obligated value for any food instrument
type therefore shall be the most current average redeemed price for that FI type.

Maintain VVendor Information

The System produces detailed information about vendor payments. As food instruments pass the
edits and are cleared for payment, information must be accumulated for each payment for each
vendor. This information includes: issue site, issue date, participant 1D, serial number, vendor
identification number, redeemed amount and food instrument type. This information is used to
produce various reports in the vendor processing system.

This process highlights another interface to the fiscal intermediary - the transporting of vendor
information to the fiscal intermediary. This transportation mechanism will also be encompassed
in the end of day process. The trigger mechanism for sending vendor information will be changes
made in vendor authorization data completed through the vendor management functionality.

Produce Food Instrument and Bank Interface Reports

The AIM System generates several reports from the Food Instrument module. All reports are
listed with a brief description for reference purposes. However, it is anticipated Local Agency
staff will utilize a limited number of these reports. Detail instruction for these reports are
provided in this chapter. For instruction on all Food Instrument reports please refer to the State
User manual.

Produce Daily Food Instrument Log
This report lists the food instruments issued for Local Agency and clinic.

Produce Rejected Food Instruments Reports

This report shows the food instruments which have been rejected by the State’s fiscal
intermediary.
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Produce Food Instruments Voided Report

This report produces a list of voided food instruments.

Produce Food Instrument Issuance Report

This report can be run for a single or all dispositions of issuances, and for a single or all Local
Agency. It reports on the food instruments issued, the clients they were issued to, the associated
food package type, the food instrument count, and the disposition of the issuances.

Produce Food Instruments Paid Report

This report produces a list of Fls paid and associated dollar amounts.

Produce Food Instrument Obligation Report

Summarizes by issuance month and food instrument type the number and obligated value of
issued food instruments. Summarized data is sorted by food instrument type with issuance month.

Produce Daily LA Posting Report
This report details and summarizes the issuance and void activity that was polled from Local
Agency databases and posted to the central state database. The information on this report will be

reconciled with the logs from the bank interface on a daily basis.

Produce Daily FI Bank Reconciliation Report

Summaries by food instrument count the disposition of each food instrument sent to the banking
contractor. Typically counts for new issuance, voids and stop payments are shown.

Produce Daily FI Bank Input Report

Details the file of redemption information sent to the program from the banking contractor and
utilized in building the consolidated issuance and redemption information at the State Agency.

EOD Batch Log

Details each time the Batch Food Instruments function was invoked. This report is produced
daily at the Central Site during End of Day process whether or not the function was used.

Master Subordinate FI Type Report

Displays all FI types that have duplicates and each duplicate (subordinate FI type.

Food Package Composition Report

Displays food package content, including the FI types and the foods that make up each FI type.

Lost/Stolen WIC Food Instruments Report

Displays all lost or stolen Fls.
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Stock Tolerance Exceeded Report

Displays all clinics that have exceeded the stock usage tolerance and all clinics that have not
performed a stock inventory within a specified date range.

Maintain Food Package Data

This Functional area deals with the creation and maintenance of information about food packages,
food instruments, and WIC foods.

Maintaining food package data is important because the data is used for various WIC functions.
Appropriate Local Agency staff (referred to as Competent Professional Authorities or CPAS)
prescribe food packages using these data, and educate enrollees on the consumption of these
foods. The WIC System uses food package data to print the appropriate food instruments.
Surveys of vendors’ food prices are based on the WIC approved foods. Food packages and
related WIC foods data also is used by the Financial Management functional area to project future
food costs and help control food expenditures and caseload.

Food Instrument Production On Demand

The Arizona WIC AIM System will produce “On Demand” food instruments in a timely and
efficient manner to support clinic flow and client satisfaction.

Print Food Instruments On Demand

Food instruments will be printed On Demand at the local delivery site. This arrangement
minimizes the production of food instruments that are not issued to participants, as well as the
subsequent reconciliation of large numbers of “unissued” food instruments. The food instrument
printed identifies the issuing agency and enrollee, reflects the foods and food quantities
prescribed in the selected/tailored food package, and notes the start and end date of the period
during which the enrollee may submit the instrument to a vendor in exchange for the specified
WIC foods.

Print Food Instruments for Multiple Months

The System will allow issuance periods of 1, 2, or 3 months, but it will be up to the State policy
to determine the period of issuance for any given participant in any given clinic.

Print Reduced Quantity Food Instruments

States may automatically reduce the number of food instruments issued to an enrollee if the
enrollee picks up the food package one week or more later than the scheduled pick up date. To
support this procedure, using the proration logic, the WIC System will check whether the user
needs to issue with reduced number of food instruments (hence, less food being prescribed) by
comparing the current System date with the scheduled pick up day. The number of days
calculated that the enrollee is late for the pickup will then be used by the WIC System to select
the reduced number of food instruments that are issued to the participant.

All other outputs included in the function Print Food Instruments On Demand would be printed in
the same manner as described previously.
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Print Food Instruments for Economic Unit/Client

In generating food instruments On Demand, users can issue for one or all of the clients in a
family/economic unit. Family issuance will make FI issuance faster.

Print Food Instruments In Advance

While the System is designed for On Demand printing and issuance of food instruments, in
certain rare cases, the need may arise where a clinic may need to print food instruments in
advance of the actual time of issuance to the client. In such circumstances, the user is able to
print the food instruments in the same manner as if the client was present.

Batch Food Instrument Production and Pickup

In order to accommodate holding a clinic where computer access for On Demand food instrument
issuance is not possible, the System allows for the batched, pre-printing of food instruments. The
pre-printed food instruments must be designated as issued before they can be redeemed by the
clients. This process designates a range of food instruments as having been collected by their
clients. When the clinicians save the information, the status of the batch issued food instruments
will be updated from printed to issued. It should be noted that for batch issued food instruments,
it will be the responsibility of staff to void any Fls for late pickup (manual proration).

Monitor Food Instrument Stock
The Arizona WIC AIM System will monitor food instrument stock usage utilizing online receipt
and inventory functions.

Vendor Food Instrument Lookup

The Arizona WIC AIM Program will allow users to examine the food instruments that have been
redeemed by a specified vendor within a specific time frame.

Monitor Food Instrument Issuance

Because the status of an “issued” FI may change to “voided,” the Local system maintains an open
record on every FI produced until it ages off the System (60 days after issue date). The Local
Agency is able to change the status of any printed FI from issued to voided and enter reason and
date voided. Any FI record that contains a change in status will be uploaded to the central
processor and passed into the payment and reconciliation system. These status indicators include
issued, voided, stop payment, redeemed and rejected. A separate code will be maintained to
indicate the reason for the voiding/rejection of the food instrument.

Monitor Food Instrument Usage

The WIC System provides visibility on the food instruments issued and distributed to clients.
This is important for several reasons including the prevention of fraud and the betterment of
nutritional habits among the WIC population. The WIC System provides the capability by
enabling Clinic Staff to view Food Instrument information as needed, at a client or instrument
level.
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WIC Clinic Staff are able to review all Food Instrument issuance and usage on a Client by Client
basis.

Support Food Instrument Redemption Processing

The automated system will support the food instrument redemption process and interface on a
nightly basis with the banking contractor’s system (the State’s Fiscal Intermediary).

Support Food Instrument Redemption Processing

The System supports FI redemption by capturing all food package information and prescriptions,
and will fully account for all FI issuance including all infant and special formula issuance. This
feature will support the payment of redeemed FI by ensuring an issuance record exists.

Track Obligation Value

The System will record information about the Local Agency/clinic of issuance, the participant
identification number, the FI serial number, the issue date, food instrument type, and an
obligation amount. When a clinic issues more than one month's food package to a participant, the
System will automatically generate the appropriate issue date for the second (or third) month's
packages issued.

At the end of day, the System will consolidate all food instrument production data across all

Local Agencies. This nightly consolidation of data will provide timely access to participation and
expenditure information. It will also enable the System to accumulate financial obligations for
food instruments. This calculated FI obligation value will be based upon the most recent
redeemed value for that food instrument type. If no like instrument type is found, the obligated
value will be calculated using an average of FI types for special formula or regular FI types. This
is necessary because no food prices from vendor surveys have yet been captured in the System.
The processes involved in this functionality are:

e Update obligations for food for each month of issue.

¢ Obligations by issue month will be accumulated and stored in the central processor.
Local users will have access to current and historical FI issuance files for their clients for
monitoring purposes.

e Create consolidated food instrument issuance record for use in the Food Instrument
Payment and Reconciliation System.

e (On Demand) Daily status of food instruments obligated (by month of issue, type,
number and dollar value).

e (On Demand) Current status of food instrument stock for each Local Agency (flag for
low stock). Prints order form for check stock.

e Create (on tape or for electronic transmission) consolidated food instrument issuance
record to pass to the Food Instrument Payment (fiscal intermediary) and Reconciliation
System.
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e Arizona WIC will institute a “pay and choose” policy. All food instruments presented
will be paid regardless of an issuance record (batch or On Demand). This situation may
occur with portable clinics.

Provide Test Printing Capabilities

There are several ancillary functions that the WIC System performs to assist WIC Staff in issuing
and distributing Food Instruments. One of these functions is the ability to run test prints of Food
Instruments to insure that Food Instrument Stock is correctly aligned in printer devices.

The WIC System allows Clinic staff to enter food instrument stock as part of the “Beginning Of
Day” routines for the Clinic. As part of that process the System permits staff test printing of food
instruments to insure correct alignment of the stock in the printing device. The user is permitted
as many iterations as necessary to test and adjust Food Instrument stock in the print device to
achieve satisfactory alignment. The System permits the user to add paper and test print during
the clinic day.

Description of Food Instrument Functions

When clicking on the Food Instruments button from the AIM System Master Menu, the following
window is displayed:

£ Arizona WIC Program - [Food Instruments] [_[2] ]
@ Fl Processing  Inwentory  Tables Outputs  Exit ‘Window == 5[

|Record: 141 <05C> [<DBGS |

Figure 1 - Food Instruments Splash Screen
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Producing On Demand Food Instruments

To Produce On Demand Food Instruments:

1. Click on FI Processing from the menu bar.
2. Click on On Demand Food Instruments as shown below:

8 Arizona WIC Program - [Food Instruments] _[2]x]

Irnwentory Tables Outputs Exit  ‘Window 1= |

i and Food Instuments
Batched Food Instuments
Waid/Retum Food Instuments
Unissued Voids

Test Print

Batch Fl Bickup

il - M\0Tia..

The On Demand Food Instruments Window is displayed:

7 Arizona WIC Program - [On Demand Food Instruments]
@ File Edit Item Record CQuery ‘Window Help

Ble(em| §[¥|%[%| @ <[«|<[>[»[>] Hllam(t

—|Client
S i |
+ Client Issuance il I . I I I Notes
= Family Issuance Eamtgils I - I I I
Issue =
Month: |MARCH 'l Breastfeeding Promo
Late
Issue Pickup Record Pick Up
(YH) Client ID Last Hame First Hame MH MI2 (YH) Status Intervals
u r —~
r o
r ro
r -
r r

Prirt Prewviewy. | Appo\mmamsl Clagzes |

Figure 2 — On Demand Food Instruments

Issue On Demand Food Instruments

1. For Issuance, select either client or family issuance of Food Instruments.

2. Click the list of values button to the right of the Client ID field, then select the participant to
whom to issue food instruments by double clicking on her/his name, or type in the
appropriate id number. The system will automatically populate the spaces to the right of this
list of values button with the client's name.

3. Press the F8 key once to execute the query
a. Automatically populate the following fields: Food Instrument # and To, Client ID, Last

Name, First Name, MI1, MI2, and Record Status.

4. The Issue Month defaults to the current month. Click the down arrow in the Issue Month
field, then select the month of issuance for the food instruments by clicking once on the name
of the month. (Note: you can only select one month in arrears, the present month, or one
month in the future).

5. Click the Notes button if any notes are to be made.
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6. The Issue (Y/N) check box is automatically checked for clients ready for food instrument
issuance. Click once on each Issue (Y/N) check box you want to inactivate in order not to
issue food instruments to one or more family members.

7. Check the Late Pickup (Y/N) check box for each row with the client's information if the State
prorate policy is to be overridden for the food instruments you are issuing.

8. Click the Preview button to view the food instruments on your screen or click the Print
button. On Demand food instruments have successfully been issued.

9. If, atany time, the user does not wish to continue, click the Cancel button of the Reports
Background Engine at the bottom of the screen.

10. Click the Appointments button to jump to the Appointment Sheet and schedule a family
appointment in the Appointment Scheduler. Or click the Classes button to jump to the Class
Assignment screen and schedule a family class appointment in the Appointment Scheduler.
(see the Appointment Scheduler section for scheduling and saving appointments and classes.)

11. Click the Exit icon to exit out of the screen.

Additional pop-up screens may display prior to the display of the complete On Demand
screen. The factors that generate the pop-ups depend on the client’s category and the
navigation steps taken to get to the On Demand screen.

Breastfeeding Surveillance Pop-Up

If the client is under 24 months of age and has never answered the breastfeeding information, the
following Breastfeeding Surveillance pop-up will present. Or if breastfeeding information has
been entered in the health history questionnaire, follow up questions in this pop-up may need to
be answered.

The breastfeeding questions must be answered in order to proceed.

£ Breastfeeding Surveillance E =

Client

Paanum 220 FAL MATTHEWS

1. Is this infant/child currently breastfeeding? ¢ Ho (" Yes
2. Has this infant/child ever breastfed? C Ho  Yes
3. How old was thizs infant/child when he/she completely stopped breastfeeding

I— Days I— Weeks I— Months

4. Why did you stop breastfeeding? I_ i"

5. How old was this infant/child when he/she was first fed something other than
breast milk?

[~ Hot Applicable, Hothing Given

I— Days I— Weeks I— Months
Ok |

Figure 3 — Breastfeeding Surveillance pop-up

1. Click the Yes or No radio button that corresponds to the question “Is this infant/child currently
breastfeeding?”.

CMA Consulting Services 4-13 April 27,2007



Arizona AIM System Food Instrument Processing
Local Agency User Manual

2. Click the Yes or No radio button that corresponds to the question “Has this infant/child ever
breastfed?”.

3. If the answer to question one (1) is No, and the answer to question two (2) is Yes, then enter a
number value in one or more of the Days/Weeks/Months fields that corresponds to the
question “How old was this infant/child when he/she completely stopped breastfeeding?”.

4. If question three (3) is answered, then question four (4) must be answered. Select a reason
from the List of Values (LOV) that corresponds with the question “Why did you stop
breastfeeding?”.

5. Enter a number value in one or more of the Days/Weeks/Months fields, or checkmark the
check box for Not Applicable, Nothing Given, that corresponds to the question “How old was
this infant/child when he/she was first fed something other than breastmilk?”.

6. Click OK to exit the pop up.

7. Continue with the food instrument issuance process.

Linking Mothers and Infants

Mothers and infants not linked by client id numbers and actual delivery date during the
certification process will be required to give a reason why the mother and her infant are not
linked. Or, if the linking of the mother and infant was overlooked, the user has the opportunity to
correct their mistake by linking the clients to each other manually.

a1
wiindaw =1 =]

?l Test|Uat30/3001 |

-

—[Client

T
(% Client Issuance ] 7 Select Reason Not Linked
= Fami
CIE I
Earmily Issuance: \ Client
]
" |13EIUEI1 2059 HLARY DEMC! eeding Promo
Issue N There is no infant certified for this d Pick Up
(¥H)  Client ID La: br i partumn mom. Is her infant: B Inle_nmls =
e
o I £l [
e
I 0K | Link Client Manually |
o
Prift Freyies. | Appointments | Classes

| :

[Record: 141 List of Values <0SCs <DBG |

Figure 4 - Linking Mothers and Infants Pop Up

1. |If there is a reason the mother and infant are not linked to each other, select one of the
reasons from the List of Values (LOV) button. Click OK to exit the pop-up.

2. If there is not a reason why the mother and infant are not linked to each other, then the
user must click the Link Client Manually button.

3. A message displays, “Do you wish to exit without providing a reason why this client is
not linked? Yes or No”.
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4. Click Yes to remove the pop-up and preview a message that client will not receive checks
because currently the clients have not been linked, and must be linked or provide a reason
why not linked in order to be issued food instruments. A “No” answer returns the user to
the Reasons Not Linked LOV field to complete the popup

5. Access the Client Registration screen of the Enrollment and Certification module to link
the mother to her infants record.

6. Return to the On Demand screen to view the clients are eligible to receive food
instrument issuance.

7. Continue with the food instrument issuance process.

Figure 2 — On Demand Food Instruments
Fields

Client ID - Double-clicking this brings up the Client/Family Lookup window that allows the user
to select a client identification number. The user can also select participants from a list of values.
This entry is mandatory. The Client Last Name, First Name and Middle Initials are also shown.
Family ID — Double clicking this brings up the Client/Family lookup window that allows the user
to select a Family 1D number. The user can also select Families from a list of values. This field is
mandatory if Family Issuance is selected.

Last Name - The last name of the client selected or all clients in the family/economic unit. This
field is display only.

First Name - The first name of the client selected or all clients in the family/economic unit. This
field is display only.

MI 1 - The first middle initial of the client selected or all clients in the family/economic unit. This
field is display only.

MI 2 - The second middle initial of the client selected or all clients in the family/economic unit.
This field is display only.

Issue Month - The month of first date to use. This field is mandatory. The month represents the
first month of bimonthly or tri-monthly issuance is done. This field is mandatory and comes from
a list box.

Client ID - This field is a display only of the client selected or all clients in the family/economic
unit.

Last Name - The last name of the client selected or all clients in the family/economic unit. This
field is display only.

First Name - The first name of the client selected or all clients in the family/economic unit. This
field is display only.

MI 1 - The first middle initial of the client selected or all clients in the family/economic unit. This
field is display only.

MI 2 - The second middle initial of the client selected or all clients in the family/economic unit.
This field is display only.

Record Status - This display only field tells whether the participant record is Active (A),
Complete with no errors, or Pending (P), Incomplete or containing errors.

Pick Up Intervals -The pick up interval for picking up checks. This field is mandatory and is
selected from the drop down list.

Check Box(es)
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Issue (Y/N) - The system automatically checks this box if the client is eligible to be issued food
instruments. If a user checks it, a message is displayed detailing the reasons why issuance will not
occur.

Late Pickup (Y/N) - Clicking on this box allows local agency personnel to override the State
proration policy and issue a full food package.

Radio Button(s)

Client Issuance - If this radio button is clicked when the Client ID field is entered/selected, only
that particular Client identification and name will appear in the list below the Issue Month field.
Family Issuance - If this radio button is clicked when the Client ID field is entered/selected, all
participants with the same family identification will appear in the list below the Issue Month
field.

Push Button(s)

Notes — This button allows the user to enter notes about the client.

Breastfeeding Promo — This button allows the user to select breastfeeding promotional items to
give to the client.

Preview - This button allows the user to preview the food instruments before printing.

Print - This button allows the user to print the food instrument On Demand. A window will
appear for verification of starting serial numbers.

Appointments — This button brings the user to the Appointments screen in the Appointment
Scheduler module

Classes — This button brings the user to the Class Assignments screen in the Appointment
Scheduler module

Figure 3 — Breastfeeding Surveillance pop-up
Fields

Client ID - This field is a display only of the client selected that requires information for
breastfeeding surveillance.

Name — The full name of the client selected. This field is display only.

Days (#3) — Applies to the age in days when the infant/child less than 24 months of age stopped
breastfeeding. The duration of breastfeeding cannot greater than the age of the child. Also, the
duration of breastfeeding cannot be less than the last time the mother said she was breastfeeding.
Weeks (#3) — Applies to the age in weeks when the infant/child less than 24 months of age
stopped breastfeeding. The duration of breastfeeding cannot greater than the age of the child.
Also, the duration of breastfeeding cannot be less than the last time the mother said she was
breastfeeding.

Months (#3) — Applies to the age in months when the infant/child less than 24 months of age
stopped breastfeeding. The duration of breastfeeding cannot greater than the age of the child.
Also, the duration of breastfeeding cannot be less than the last time the mother said she was
breastfeeding.

Reason Stop breastfeeding — Applies to the reason why the mother stopped breastfeeding the
infant/child less than 24 months of age.

Days (#5) — Applies to the age in days when the infant/child less than 24 months of age was fed
something other than breast milk.

Weeks (#5) — Applies to the age in weeks when the infant/child less than 24 months of age was
fed something other than breast milk.
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Months (#5) — Applies to the age in months when the infant/child less than 24 months of age was
fed something other than breast milk.

Check Box(es)

Not Applicable — Nothing other than breastmilk has been given.

Radio Button(s)

Currently Breastfeeding, Yes — The infant/child is currently breastfeeding.
Currently Breastfeeding, No — The infant/child is not currently breastfeeding.
Ever Breastfed, Yes — The infant/child has breastfed in the past.

Ever Breastfed, No — The infant/child has not breastfed in the past.

Push Button(s)

OK - This button accepts the entries entered for breastfeeding surveillance and closes the pop-up.

Figure 4 - Linking Mothers and Infants Pop Up

Fields

Client ID - This field is a display only of the client selected that requires information for the
reason why the mother/infant is not linked to the client displayed.

Name - The Client First Name and Last Name corresponding to the client id. This field is display
only.

Push Button(s)
OK - This button accepts the entries entered for Reasons Not Linked and closes the pop-up.

Link Client Manually — This button allows the user to exit the pop-up and notifies the user to
link the mother and infant in order to receive food benefits.
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Producing Batched Food Instruments

To Produce Batched Food Instruments:

1. Click on FI Processing from the menu bar.
2. Click on Batched Food Instruments as shown below:

£ Arizona WIC Program - [Food Instruments] _[5]x]
sl |nventony Tables Qutputs Exit Window -|E‘|1]

On Demand Food Instruments

Batched Food Instuments
Woid/Retum Food Instruments
LUnizsued Yoids

Test Print

Batch Fl Pickup

L MOTin

The Batched Food Instruments Window is displayed:

$8 Arizona WIC Program - [Batched Food Instruments] [_[E1x]
@ File Edit lem Record Query “Window Help == =]

l@%iﬁﬁl %l?l?!'ﬁl@i K< > | 1] @ lile|S ] ﬂ 2.0.07alAimnojo716
Clinic : lﬁ-g}t HANDLER WG

Issue From Date : I 2107200 Issue To Date : ; 211042001
First Date Food Do Hot
Client ID Last Hame First Hame To Use Package ID Fl Type Primt
502 JASMIME 121072001 [AA801520 [000S3TAL [ =
GO70001502 |ShITH JASMINE (o 12 AA901520 000531 A4 1 |
BO70004255 |UONES ASHLEY 42801500 (00052748 {1
BO70004255 |JOMES ASHLEY A A801500 000527 A4 1 |
BO70004292 |SMITH FRANCISCO i 24301136 |00049344 o
BO70005483 JIOHNES MARI2 12102001 [AAD00291 |001706AL ] |
6070005453 |IONES hAARIL 1201072 AADD0291 [001 707 A8 |
6070005630 |LOPEZ ARACELI 12102001 |AAS02522 |000S31A4 | e
Prewyiew Print I
7] _|_J
The Client's [ S |
|Record: 14161 | <05 [<DBG> |

Figure 5 — Batched Food Instruments

Issue Batched Food Instruments

Issue Batched Food Instruments for a Given Clinic and Time Period

10. Click the list of values button to the right of the Clinic field, then select the clinic to issue
batch Fls for by double clicking on its name. The system will populate the Clinic Code and
Name.

11. Press the TAB key once to move to the Issue From Date field, then enter the date in the
following format: MM/DD/YYYY (Note: The date must be greater than or equal to today’s
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date. The system will automatically populate the field with a default of today’s date. If
today’s date is acceptable there is no need to enter the date. The date range being entered is
used to produce food instruments for all participants in this clinic whose Schedule Day falls
within these dates.)

12. TAB to the Issue To Date field, then enter the date in the following format: MM/DD/YYYY
(Note: The date must be within 15 days of the Issue From Date.)

13. TAB from the Issue To Date field. The system will automatically perform a query to search
for all participants within this clinic whose Schedule Day occurs during the selected time
period.

14. The System will populate the Batched Food Instrument window with the Client ID, Last
Name, First Name, First Date to Use, Food Package ID and FI Type fields with the
information for the participants whose Schedule Day is during this time period. Check the
Do Not Print box for any Fls not to be printed.

15. Click the Preview button to view the food instruments on screen or click the Print icon to
print the Batched Food Instruments.

16. When printing is completed, click the Exit icon.

Fields

Clinic - Clicking on the list of values button allows the user to select a clinic. For more
information, please refer to Window: Maintain Organizational Units.

Issue From Date - The date that the food instrument is cycled from is entered here by the user.
Issue To Date - The date that the food instrument is cycled to is entered here by the user.
Client ID - The client’s identification number is displayed here.

Last Name - The client’s last name is displayed here.

First Name - The client’s first name is displayed here.

First Date to Use - The first date to use for the issuance month. This field is display only.
Food Package ID - The food package for the issuance month. The field is display only.

FI Type - The food instrument type for the issuance month. This field is display only.

Push Button(s)

Preview - This button allows the user to preview the food instruments before printing.
Cancel - This button cancels the preview and returns the user to the main Batched Food
Instrument window.

Check Boxes

Do Not Print — This button allows the user to choose any FIs NOT to be printed.
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Voiding/Returning Food Instruments

To Void or Return Food Instruments:

1. Click on FI Processing from the menu bar.
2. Click on Void/Return Food Instruments as shown below:

£ Arizona WIC Program - [Food Instruments] HE R
ol [nventory Tables Outputs Ewit Window =18

On Demand Food Instuments
Batched Food Instuments

Waid/Retum Food Instuments
Unissued Voids

Test Prit

Batch Fl Pickup

Lt | | a mo T‘.nll -

The Void/Return Food Instruments Window is displayed:

# Arizona WIC Program - [Void/Return Food Instruments] |- [=]x]
@ File  Edit Iem Record Query ‘indow Help o =T
lg]glﬁlﬁl ﬂ!il?!'ﬁl @I I< |<< | < I > |>> I)I I @IM;!%I o 1‘ 2.n.nraunimnn|nnﬁ|
—[Client =l
Client ID Last Name First Name MI1MIZ
Fsomoﬁasa EDOE [ I

—{Food Instruments
First Date Last Date Yoid
FI Number To Use To Use Status Reason Reissue

Dizplay 0000063065 121042001 0252002 |SSUED, NOT CASHED
Display 0000063069 014032002 P2/02/2002  JSSUED, MOT CASHED

[isplay

L zplay

T o s e e T

Diepley

Formula Replacement Reissue |

4 i

The client |D. Double click or press F2 to go to the client/family lookup for an existing client.

[Record: 171 [ [ [<O5Cs [<DBG> |

Figure 6 — Void/Return Food Instruments

This window displays food instrument information for the selected participant within the previous
65 day time period. The WIC staff member may also view a display of the food instrument
which was issued to the participant. It is also used to record returns of infant formula to the clinic
and to reissue a returned food instrument.

Display Voided FI Information for Client and Reissue a Returned Food Instrument

1. Select the Client’s ID number in the Client ID field.
2. If you or the client do not know the ID number, double click in the blank Client ID field and
the System will automatically display the Client/Family Lookup screen. Tab to the Last
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Name field, then enter the client’s last name. Tab to the First Name field, then enter the
client’s first name. Do the same for the client’s middle initial(s) if necessary. Press the F8
key once to execute the query and the System will automatically populate the participant
information fields under the Results section of the screen. Double click on the ID number
shown in the Results section Client ID field. The System will display the VVoid/Return FI
screen and automatically populate the Client ID, Last Name, and First Name fields under the
Client section of the screen.

3. If there are any food instruments which have been issued to the participant within the last 63
days that have been voided, their information will appear under the Food Instruments section
of the screen.

4. Click the Display button to the to the left of any row whose food instrument user desires to

view.

Select a void reason for each instrument to reissue.

Click the Reissue Check box in any instrument’s row to activate a reissue of that instrument.

7. When finished activating the reissue check box for all the instruments to reissue, click the

Reissue button at the bottom of the screen.

The Print/Preview Checks window appears. Select “Print.”

9. The System then asks you to verify that the correct food instrument number is loaded into the
printer. Confirm this and then press OK.

10. The “Transaction Completed” window will pop-up. Click OK.

oo

®

Fields

Client ID - Double clicking this mandatory field will allow user to choose a participant from the
Client/Family Lookup window in the Enrollment and Certification module. The user can also
enter a Client ID directly or use the list of values.

Last Name - The last name of the client displayed for verification.

First Name - The first name of the client is displayed for verification.

MI1 - The first middle initial of the client is displayed for verification.

MI2 - The second middle initial of the client is displayed for verification.

FI Number - Food Instrument Serial numbers eligible for voiding are displayed here.

First Date to Use - This is the valid start date for the FI number. This field is display only.
Last Date to Use - This is the valid last date for the FI number to be used. This field is display
only.

Status - The status if the FI number is displayed here.

Void Reason - The user can click the list of values button to choose one of the user defined
reasons for the void/return. This field is mandatory.

Check Box(es)

Reissue - Clicking on this check box will allow reissuance of the voided food instrument.

Push Button(s)

Display - Clicking on this button will produce an image of the food instrument.

Reissue - By clicking this push button the reissue will take place.

Formula Replacement — Clicking this push button will invoke the Formula Replacement
window.
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Performing Formula Replacement

An infant’s formula may change after Food Instruments have been issued and cashed. The user
may perform a formula replacement for the Food Instruments still in the participant’s possession.
Before we learn how to replace the FI(s) it is important we understand some priniciples.

1. If the authorized representative has not cashed any of the Food Instruments for
the month, you may disable or delete the food package, void the Food
Instruments and reissue the entire food package; a formula replacement is not
needed.

2. If the authorized representative has cashed some but not all of the Food
Instruments the following conditions must be present:
e The initial food package must contain 2 or more “formula” Food
Instruments.
e The participant must have at least one un-cashed Food Instrument in their
possession.
e A new food package for formula must be selected.

3. Food Instruments cannot be replaced for food packages that do not contain
formula.
4. Food Instruments cannot be replaced if all formula Food Instruments in the food

package have been cashed.

To Replace Formula:

1. Double Click on the Enrollment & Certification Module

2. Click Certification Info on the Enrollment & Certification menu
3. Click Nutrition Eligibility and select Food Package.

4. Enter Client ID and run query. Client information is displayed.

5. Tab to Food Packages section and check the Disable box to disable the food package you
want to replace.

6. A message is displayed:

7. *“You will need to void the returned FI’s prior to issuing a new package, would you like to
go to the void FI screen now? Yes No”

8. Select “Yes.”
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£ Arizona WIC Program - [Food Packages]

Eile  Edit Item PBecord Query Window Help _|E’|ﬂ
‘E|E|ﬁ|@| 'ﬁl?l?lfl @l IK |<< | < | > |>> |>I | 4 ? | 3.u.nzq|umus|usu4|
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| 030264332 IFORMULA ITEST | | |2
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Client ID Last Hame First Hame M MI2 Category

|4usum 5309 -MMUNIZE |c1 09 | | |¢1
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I?4 .FOURTH WWEDHESDAY F -EIIMONTHLY Lppt Schedulerl on Demandl
—|Food Packaﬁes

Certification: [11:07/2003 |67 2003 MI Approved

Approval
Food Package Description Effect. Date End Date  Disable Hutr. Phys, Thru

ALS03557 [PROSOBEE POWDER, 10 CAN, EXTRA FORM |01/07/2003  |08/072003 i rr =
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package, would you like to go to the void Fl screen now?
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The Food Pattern code.
|Recard: 0/3 [ [ |<05C> <DBG> |
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Figure 7 — Existing Food Instrument Message

9. This will automatically take you to the VVoid/Return Screen.
10. Use the Display button to view the Fls and determine which FI you want to replace.

11. Press the Formula Replacement button.

12. The Formula Replacement screen is displayed with all potential Fls for replacement
displayed.
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zona WIC Program - [Formula Replacement]

Bk

A
r
I5|
r
£
Ini
I
r
o
in|

<

Figure 2 — Formula Replacement Screen
13. You may again use the Display button to identify the FI you want to replace.
14. Click the Replace button.

15. The Select Food Package FI Type pop-up is displayed.

rrrr rrrr [T rrrrrr

Figure 3 Select Food Package FI Type Pop up
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16.

17.

18.

19.

20.

21.

22.

All food packages not disabled are displayed in the Food Package Information section.
Select the appropriate food package.

The Food Package, FI Type and Sequence are displayed below the food package
information.

Use the Preview button to determine the correct FI you want to use as the replacement.
Check the Select FI Type box next to the correct FI.

Click OK.

Check the Reissue box next to the FI to be replaced.

Click the Reissue button in the lower right hand corner. The new FI will be printed.

Acknowledge the transaction. The new FI is now displayed in the Food Instruments section.
The replaced food instrument has been automatically voided with the void reason of
“replaced/food package”.

23.

Exit the screen. You are returned to the Void/Return Food Instruments screen. Now exit
the screen. Congratulations.
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Fields

Client ID - Double clicking this mandatory field will allow user to choose a participant from the
Client/Family Lookup window in the Enrollment and Certification module. The user can also
enter a Client ID directly or use the list of values.

Last Name - The last name of the client displayed for verification.

First Name - The first name of the client is displayed for verification.

MI1 - The first middle initial of the client is displayed for verification.

MI2 - The second middle initial of the client is displayed for verification.

FI Number - Food Instrument Serial numbers eligible for voiding are displayed here.

First Date to Use - This is the valid start date for the FI number. This field is display only.
Last Date to Use - This is the valid last date for the FI number to be used. This field is display
only.

Status - The status if the FI number is displayed here.

Void Reason - The user can click the list of values button to choose one of the user defined
reasons for the void/return. This field is mandatory.

Check Box(es)

Reissue - Clicking on this check box will allow reissuance of the voided food instrument.
Push Button(s)

Display - Clicking on this button will produce an image of the food instrument.

Reissue - By clicking this push button the reissue will take place.
Replace - Clicking this push button will invoke the Select FI Type pop-up.
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TEST PRINTING FOOD INSTRUMENTS

To Test Print Food Instruments:

1. Click on FI Processing from the menu bar.
2. Click on Test Print Instruments as shown below:

£ Arizona WIC Program - [Food Instruments] _ 2] %]
N Inventory Tables CQutputs Exit Window |7 ﬁ]

On Demand Food Instuments
Batched Faod Instruments
Void/Retum Food Instruments
Unissugd Vaids

Test Print

Batch Fl Pickup

L . M\O0Tin..

The Test Print Window is displayed:

£ Arizona WIC Program - [Test Print] [_[E1x]
@ File Edit lem Record Query “Window Help == =]

!@Qlél@i T || %= @1 << > | o] @ lile]S ll 2.0.07alAimnojo716

Make sure that the printer is on
Make sure that the stock is loaded

Preszs print button to test print

7]
Press thiz button ta print & test pattern on a Fl. -
[Recard: 141 | [ [<D5Cs <DBG> |

Figure 8 — Test Print

L |

Test Printing Food Instruments

1. Press the Print Button. The system will only test print 3 FIs every time you click the Print
button.
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Fields

The field descriptions below are self-explanatory:
Make sure the printer is on.

Make sure stock is loaded.

Press Print button to test print.

Push Button(s)

Print - Clicking this button will print the test food instrument with 'X's" in the correct
informational areas (3 are printed at one time).
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Batch Food Instrument Pickup

To Batch Food Instrument Pickup:

1. Click on FI Processing from the menu bar.
2. Click on Batch FI Pickup as shown below:

£ Arizona WIC Program - [Food Instruments] mE
Fro Inventory Tables Outputs Exit ‘Window -8 =
On Demand Food Instuments

Batched Food Instruments
Void/Retum Food Instruments
Unissued Yoids

Test Print

Batch FI Pickup
FI Lockup

T G mOTiﬂn.

The Batch FI Printing Window is displayed:

£ Arizona WIC Program - [Batch Fl Pickup] [_[E1x]
@ File Edit lem Record Query “Window Help == =]

!@Hiél@i T || %= @1 <« < > [ [x] %@;%]% ll 2.0.07alAimnojo716

Client ID Last Hame First Hame MH M2

—{Food Instt s
Starting Fl Humber:
Ending Fl Humber:

Flissued To Client: [

i
Enter a query; press F8 to execute, Chil+g to cancel o
|Record: 141 [Enter-Query List of Yalues l<05C> |<DBG> |

Figure 9 — Batch FI Pick-Up

L |

Record a Batch Food Instrument Pickup

=

If the Client or Family ID is known, enter it in the Client ID field.

2. If the Client or Family ID is not known, click the arrow to the right of the Client ID field to
show a list of IDs and their corresponding names and middle initials (M11, MI12). Select a
client by double clicking the row or single clicking the row and then clicking the OK button.

3. To perform a client search, double click the Client ID field. This invokes the

Participant/Family Lookup screen. After performing a participant query, double click the
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desired client to return to the Batch Food Instrument Pickup screen. The Client ID field is
filled in with the selected Client ID.

4. The system fills in the Starting FI Number and the Ending FI Number of the food instruments

already issued for the client.

Click on the FI Issued To Client check box.

6. Click the Save icon at the top of the screen to save the record of the Food Instruments pickup.
A message appears indicating the number of records that have been updated. Click the OK
button to dismiss the message.

o

Fields

Client ID - Double-clicking this brings up the Client/Family Lookup window from the
Enrollment and Certification module that allows the user to select a participant identification
number. The participant’s last name, first name and middle initials will be displayed.

Last Name - The last name of the client is displayed for verification.

First Name - The first name of the client is displayed for verification.

MI1 - The first middle initial of the client is displayed for verification.

MI2 - The second middle initial of the participant is displayed for verification.

Starting FI Number - The system displays the range of batch issued food instruments for the
client that have been printed but as yet are unissued. The food instrument status is utilized to
make the determination of the range of instruments displayed.

Ending FI Number - The system displays the range of batch issued food instruments for the
client that have been printed but as yet are unissued. The food instrument status is utilized to
make the determination of the range of instruments displayed.

Check Boxes

FI Issued To Client - Check this box to verify that the client picked up their Fls.
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Looking up a Food Instrument

To Look up a Food Instrument:

1. Click on FI Processing from the menu bar.
2. Click on FI Lookup as shown below:

£ Arizona WIC Program - [Food Instruments] BE
b Inwentory Tables Outputs Bt ‘Window =]

On Demand Food Instuments
Batched Food Instuments
Void/Retum Food Ingtruments
Unissued Yoids

Test Print

Batch Fl Bickup

. W\OTin,.

The FI Lookup Window is displayed:

£ Arizona WIC Program - [Fl Lookup] [_[E1x]
@ File Edit lem Record Query MWindow Help == =]
!@Qlél@i T || %= @1 << > | o] @ lile]S ll 2.0.07alAimnojo716
—|Criteria 5
Vendor |n:! E Client ID: |1 6070011483 WOE JANE
Date to Use Range From: I To: !
Serial Humber Range From: l To: I
—|Results
Serial First Last Reval. Compl. Redemption Cle

Display |Issue Date  Date to Use Date to Use Max. Amount Flag Flag  Amount Dat
Display ||| 2172001 [2mozon  [mozaonz 20000

Display | [/ 27102001 0 |02z |200.00

ki N e
i Mk s s |

[iBplEy:

Select the Wendor ID fram the list of values or Double click or press F2 to go ta the Wendor Lookup for an existing wendor.

ﬂ -

|Record: 111 | \List of Values <050 [<DBG> |

Figure 10 — FI Look-Up

Note: To find a Vendor by using the Vendor Lookup window, double click in the Vendor ID
field. Refer to the section “Vendor Lookup” for further information

Look Up Food Instruments

1. To restrict the look up to a particular vendor, enter the Vendor Code or click the arrow to the
right of the Vendor Code field to show a list of IDs and their corresponding names. Select a
code by double clicking the row or single clicking the row and then clicking the OK button.
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2.

o

To restrict the look up to a particular client, enter the Client ID or click the arrow to the right
of the Client ID field to show a list of IDs and their corresponding names. Select an ID by
double clicking the row or single clicking the row and then clicking the OK button.

Note: To find a Client by using the Client/Family Lookup window, double click in the Client ID
field. Refer to the section “Client/Family Lookup” for further information.

To restrict the look up to a food instrument Date to Use range, enter From and To dates of the
food instrument Date to Use Range for which the system should search and retrieve
information.

Press the F8 button to execute the query.

The system lists the following information for all the food instruments that have been
redeemed by the selected vendor, participant, and/or date range entered: Serial Number,
Issue Date, Printed By, First Date to Use, Last Date to Use, Max Amount, Disposition, Reval.
Flag, Compl. flag, Redemption Amount, Cleared Date, Reject Date, Requested Amount,
Approved Amount, Approved By, Approval Date, Void Date, Void Reason and Reject
Reason. (Use the scroll bar below the food instrument display to view all of these fields.)

To view an image of the Food Instruments as issued to the client, click the corresponding
Display button. The system will display the following pop-up window:

8 Arizona WIC Program - [F1 Laokup] - | |
@E\Ie Edit ltem Record Query “Window Help =l =]

!@Qlﬁl@l T || %= @1 << > | o] @ lile]S ﬂ 2.0.07alAimnojo716

—|Criteria
Food Instrument Preview

MISUSECF DRAFTS SUBJECT TO sTATECR|*™FT*

o9 £ FIZONA DEPARTAENT OF HEALTH & ERVICES WIC PROGRAN]
; 17 O WEST. WA BS00T = e
asaeac | FEDEREL PROSECUTION. WOID IFALTERED| nnon063065

DAL, FHOEN X, ARCD
5 P cal

u El
BGENTT | GUNIC [PARTCIPENTID

PAFTEAPANT HAME
o7 16 |18070011483 ‘DOE‘JANE
8 CAN (YELLOUW CAN) 16 OZ EACH POWDERED ENFAMIL WITH IRON

DREFTTIFE

00053144 =W useon e

HIGHATURE AT STORE

T ST METCH CLINIG SIGRATURE BEOVE

:8711088324: 7132963251

Press this button to close the Food Instrument Preview window and retum to the Fl Lookup window.
[Recard: 141 [ [ [<D5C> <DBG> |

ﬂ -

Figure 11 — FI Look-Up (FI Preview)

7. Click the OK button to close the pop-up window and return to the FI Lookup window.
8. To view the Reject Reason, click the Reject Reason button at the end of a displayed food
instrument row. The system will display the following pop-up window:

CMA Consulting Services 4-33 April 27,2007



Arizona AIM System Food Instrument Processing
Local Agency User Manual

28 Arizona WIC Program - [FI Lookup] ]
@ File  Edit Iem Record Query ‘Mindow Help o =T

|E]H|5|@| 'ﬁi‘?l?!'ﬁ' @' 1< |<< | < i > |>> I)I | @I@!m 1‘ 2.n.nraunimnn|nnﬁl
—([Ciiteria}

Vendor ID: | 3 Client 10: fi 5070011483 IEMIDOE JaNE
Reject Reason

Date to Use
Reject Reasons

Serial Huml
—[Resuhs|-
Serial we ct
Humber on

0000063068

Ect Reason

[A00006306S Ect Reason

ST EEaSaT)

Bljzie [y RejEct Reason

sl Ery REEst eSS

KE| [ ]

4 i

Press this button to close the Reasons window and retun to the Fl Lookup window,
[Record: 171 [ [ <083 [<DBG> |

Figure 12 — FI Look-Up (Rejected Reasons Pop-Up)

9. To exit the Reject Reason window, click the OK button.

Figure 10 — FI Look-Up
Fields

Vendor ID - The Vendor ID identification number is selected here from the list of values. This
field is optional.

Client ID - The client identification number is selected here from the list of values. This field is
optional.

Date to Use Range - From: / To: - The beginning and end date for which food instrument
information will be searched and retrieved. The field used in searching is the First Date to Use.
These fields are optional.

Serial Number Range - From: / To: - The beginning and ending serial numbers for which
information will be searched and retrieved. These fields are optional.

Serial Number - The number imprinted on the food instrument. This field is display only.

Issue Date - The date the food instrument was created. This field is display only.

First Date to Use - The first date that the food instrument can be used. This field is display only.
Last Date to Use - The last day which the FI may be redeemed for WIC Foods. This field is
display only.

Max. Amount - The highest requested dollar value that the FI may be redeemed for. This field is
display only.

Disposition -

Redemption Amount -The dollar amount which was paid to the vendor for a particular FI. This
field is display only.
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Cleared Date - The date on which the food instrument was paid by the WIC fiscal intermediary.
This field is display only.

Reject Date - The date on which the food instrument was rejected by the WIC fiscal
intermediary. This field is display only.

Requested Amount - The amount that was requested by the vendor on a rejected food
instrument. This field is display only.

Approved Amount - The amount that was approved by Vendor Management for payment on a
rejected food instrument. This field is display only.

Approved By - The staff member who approved the FI for redepositing. This field is display
only.

Approval Date - The date that the staff member approved the FI for redepositing. This field is
display only.

Void Date - The date the food instrument was voided. This field is display only.

Void Reason - The reason the food instrument was voided. This field is display only.

Check Box(es)

Reval. Flag - Shows whether or not the food instrument has been revalidated.
Compl. Flag - Shows whether or not the food instrument is a compliance buy check.

Push Button(s)

Display - This button invokes a pop-up window displaying an image of the food instrument
check as issued to the participant.

Reject Reason - This button invokes a pop-up screen displaying the reason or reasons why a food
instrument was rejected, if applicable.

Figure 11 — FI Look-Up (FI Preview)

Push Buttons

OK - Closes the pop-up window and returns the user to the FI Lookup window.

Figure 12 — FI Look-Up (Rejected Reasons Pop-Up)
Fields

Reject Reason - The reasons the FI was rejected by the fiscal intermediary. This field is display
only.

Push Button(s)

OK - Closes the pop-up window and returns the user to the FI Lookup window.
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Inventorying Stock

To Inventory Stock:

1. Click on Inventory from the menu bar.
2. Click on Stock Inventory as shown below:

8 Arizona WIC Program - [Food Instruments] _[5]x]

@ FI Processing Outputs  Exit Window =& ﬂ

Issue Fl Numbers

The Stock Inventory Window is displayed:

48 Arizona WIC Program - [Stock Inventory] 71 =]
File Edit ltem PRecord Query “Window Help e = |

El8(s|m| /== 2] <[> ][> ] olcils

ﬂ 2.0.07alAimno|0T16 |

Local
Agency Clinic Clinic Hame

Shipment Shipment Receipt Receiving
tem Oty Humber Date ate Staff ID

S I (| |

7]

[Recard: 141 [Uist of Values  <O5C> <DBGS |

L |

Figure 13 — Stock Inventory

Maintain Stock Inventory

Note: Records with a receipt date of more than seven days in the past cannot be updated.

1. Select the Local Agency and Clinic that is receiving the shipment from the drop down pick
list.

2. Enter the item of stock received in the shipment.

Enter the quantity of boxes in the shipment.

4. If a shipping number accompanies the shipment, type it in the Shipment Number field.

w
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5. Enter the date of the shipment in the Shipment Date field.

6. Enter the date the shipment was received in the Receipt Date field.

7. Enter the Staff ID of the staff member who received the shipment or click the arrow to the
right of the Receiving Staff ID field to show a list of valid values for staff members
associated with the Org and their corresponding names. The list of valid values for staff
members will vary depending on which Org Code is selected. Select a staff ID by double
clicking the row or single clicking the row and then clicking the OK button.

8. Click the Save icon at the top of the screen to save the record of the receipt of the food
instrument stock shipment. The system displays the message: "Transaction Completed.”
Click the OK button to dismiss the message.

Fields

Local Agency - The local agency ID. This field is mandatory.

Clinic - The clinic ID. This field is mandatory.

Clinic Name - The organizational unit name. This field is display only.

Item - The item that is being inventoried. This field is mandatory.

Qty. - This is a mandatory field containing the number of boxes in the shipment.

Shipment Number - If a shipping number accompanies an order it should be recorded. This
field is optional.

Shipment Date - The data the item was shipped. This field is mandatory.

Receipt Date - The date that the boxes of FI stock was received. This field is mandatory.
Receiving Staff ID - The staff member of the organizational unit who is responsible for the
inventory. This field is mandatory.
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Stock Usage

To record Stock Usage:

1. Click the FI Processing from the Menu Bar.
2. Click on the Stock Usage as shown below:

4 Arizona WIC Program - [Food Instruments] 8] x|

@E\ Frocessing WICEQO0E Tables Outputs Exit ‘Window 1= |
Stock Inventary

age

Issue Fl Numbers

The Stock Usage window is displayed:

78 Arizona WIC Program - [Stock Usage] == 1]
@ File Edit [tern Becord Query MWindow Help _ =] =]

!@Qlﬁllﬁl ﬁ!?l?!'ﬁl@‘ 1< |<< | < i > I)) I)II @IM;!%I%@ e 1‘ 2.Il.l]?a|Aimno|llT1liI

Inventory  Actual Expected Current Current
Clinic Hame Date Inventory Inventory % Tolerance

14132001 o &
[
[
[
[l
[
[l
[
[
| =

Figure 14 — Stock Usage

Clinic

Maintain Stock Usage

1. Select the clinic from the drop down pick list.
2. Tab to the Inventory Date and enter it.
3. Tab to the Actual Inventory and enter the information.

Fields

Clinic - The clinic code. This field is mandatory and can be selected from a list of values. The
name of the clinic is displayed when the code is selected. For more information refer to the
organizational units table in Operations Management.

Clinic Name - The name of the clinic. This field is display only.
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Inventory Date - The date the inventory was performed. This field is mandatory.

Actual Inventory - The number of sheets of stock that is currently on hand. This field is
mandatory.

Expected Inventory - The number of sheets of stock the clinic is expected to have on hand. This
field is display only.

Current % - The percent of difference between the Actual and Expected Inventories. This field
is display only.

Current Tolerance - The % of tolerance. This field is populated from the “Tolerance in FI #
Printing” static factors variable in the Financial Management Module. This field is display only.
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Recording Unissued Voids

To Record Unissued Voided Food Instruments:

1. Click on FI Processing from the menu bar.
2. Click on Unissued Voids as shown below:

£ Arizona WIC Program - [Food Instruments] MEE
EAREIEGRERN [nventory Tables Outputs Exit Window ;|i| ﬁ]

On Demand Food Instruments
Batched Faod Instruments
Woid/Retun Food Instruments

Batch Fl Fickup |

e tOTin.

The Unissued Voids Window is displayed:

8 Arizona WIC Program - [Unissued Yoids] [_[E1x]
@E\Ie Edit ltem Record Query “Window Help == =]

!@Hiél@i ﬂi?l?l'ﬁl@ <« < > [ [x] ﬁiw@;%]%@ e ll 2.0.07alAimnojo716

Starting Ending
Void FI Void FI
Void Reason
Comment
)
=
] _1_]
Enter the Starting Yoid FI Number B
[Record: 1/1 [ [ [<0SCs |<DBG: |

Figure 15 — Unissued Voids
Maintain Unissued Voids

1. Enter the starting serial number of the food instrument to be voided.

Enter the ending serial number of the food instrument to be voided.

3. Click the arrow to the right of the Void Reason field to show a list of valid values and their
corresponding descriptions. Select a void reason by double clicking the row or single
clicking the row and then clicking the OK button.

4. Comments associated with voiding the food instruments may be entered.

5. Click the Save icon at the top of the screen to void the unissued food instruments. A message
appears indicating the number of records voided. Click the OK button to dismiss the
message.

N
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Fields

Starting Void FI - The check starting number to be voided as unissued. This field is mandatory.
Ending Void FI - The check ending number to be voided as unissued. This field is mandatory.
Void Reason - The reason the above checks are voided. This field is mandatory.

Comment - This field is used to make any comments. This field is optional.
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Producing a Daily Food Instrument Log

To Produce a Daily Food Instrument Log:

1. Click on Outputs from the menu bar.
2. Click on Daily Food Instrument Log as shown below:

£ Arizona WIC Program - [Food Instruments] HE
@E\ Frocessing [rwentory  Tables JUDNUONEH Exit Window -8 %]
Bank Interface 3

Daiy Food Instrument Log

EOD Batch Log

Food Instiurent |ssuance

Food Instument Obligations

Food Instuments Paid

Food Instuments Yoided

Food Package Composition
Lost/Stalen WIC Food Instruments
Master/Subordinate Fl Type
Bejected Food Instruments by Local Agency
e Stock Tolerance Evceeded

]

The Daily Food Instrument Log Window is displayed:

I IR_DAILY_FI_LOG: Runtime Parameter Form

File Edit “iew Help
f ax D0 P

Arizona Department of Health
WIC System

Report: DAILY FOOD INSTRUMENT LOG

output Device: [PREVIEY ']
Filename:

Humber of Copies: |1

Issue Date:

Figure 16 — Daily Food Instrument Log
Produce the Daily Food Instrument Log
Complete the Report Runtime Parameter dialog box as described below.

1. Click the arrow to the right of the Output Device field to show a list of valid values and select
the output device at which to print the report by clicking that device name.
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2. If the report is to be sent to a file, enter a filename to which the report being generated will be
sent.
3. Select the number of copies of the report to print by typing that number in the Copies field.
4. Enter the Issue Date for which the report is being generated in the format MM/DD/YYYY.
5. Click the green light icon to generate the report.
B IR_DAILY_FI_LOG: Previewer HEE
Fille “iew Help
52,8 @x @[ i« 06k reel0 | 2]
Report Hame: IR DAILY FI_LOG Arizona WIC Program =
Report Date: 0772572000 DAILY FOOD INSTRUMEHT LOG
I=ssue Date: 0772572000
| | 3 =
1. Click the Previous, Next, First, Last, and Page icons at the top of the screen to move forward
and backward through the report pages.
2. Click the Print icon to print the report. To activate the system’s e-mail capabilities, click the
Mail icon.
3. Click the Close button to exit the preview screen and return to the Food Instruments Menu
Screen. Click the New icon to view a new copy of the same preview screen.
4. If at any time you decide not to continue, click the Cancel icon at the top of the dialog box.
Fields

Output Device - The user may select (from a drop down list) screen, file, printer, mail or
preview.

Filename - If file is selected (above), the directory and filename are entered.

Number of Copies - If printer is selected (above), the number of copies desired is entered.
Issue Date - The date on which the Food Instruments included on the report were issued.

Calculations

None
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Producing a Food Instrument Issuance Report

To Produce a Food Instrument Issuance Report:

1. Click on Outputs from the menu bar.
2. Click on Food Instrument Issuance as shown below:

8 Arizona WIC Program - [Food Instruments] _ |5
@ Fl Processing  lnventory  Tables WEUONEN Exit ‘Window =& _’\_j
Bank Interface 3

Daily Food Ingtrument Log
EOD Batch Log

Food Instum;
Food Instument Obligations
Food Instuments Paid
Food Instuments Yoided

'3

Fond Package Compasition
Lost/Stolen WIC Food Instruments
Master/Subordinate Fl Tupe
! Bejected Food Instuments by Local Agency
Stock Tolerance Evceeded

The Food Instrument Issuance Window is displayed:

ﬁ IR_FI_ISSUAMNCE: Runtime Parameter Form HEE
Fille Edit View Help

By G| ?

Arizona Department of Health
WIC System

Report: FOOD INSTRUMENT ISSUANCE

Output Device: PREVIEH §d

Filename:

Humber of Copies: |1

{Press Next for page two.)

Figure 17 — Food Instrument Issuance (1 of 2)
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H IR_FI_ISSUANCE: Runtime Parameter Form =
File Edit “iew Help

Kl gx| Dk 2
IMext Page| =]

Selection Parameters

Issue Dates From: Thru:

a1

Choose specific Disposition®?

Disposition: iISSU‘ED, HOT CASHED

ENRIEN

Report Type: ! clinic

Agency: 1!]'7 - MARTCOPA COUNTY DEFT OF PUBLIC HEALTH _:j

Clinic: |07/01 - ROOSEVELT WIC =

Figure 18 — Food Instrument Issuance (2 of 2)

Produce the Food Instrument Issuance Report

Complete the Report Runtime Parameter dialog box as described below.

1.

ok w

Click the arrow to the right of the Output Device field to show a list of valid values and select
the output device at which to print the report by clicking that device name.

If the report is to be sent to a file, enter a filename to which the report being generated will be
sent.

Select the number of copies of the report to print by typing that number in the Copies field.
Follow the instructions at the bottom of the screen and click the Next button.

Enter the Issue Date From and Thru dates for which the report is being generated in the
following format: MM/DD/YYYY.

Choose whether to report on Food Instruments for all disposition types or for a specific
disposition type by clicking once on the down arrow to the right of the Choose specific
Disposition field? and then clicking once on YES or NO.

If YES is selected, click the down arrow to the right of the Disposition field, then select the
type of disposition criteria for the report to include by clicking once on the name of it.
Choose whether to report on Food Instruments issued at all local agencies or for those issued
at a specific Local Agency by clicking once on the down arrow to the right of the Choose
specific Local Agency field, then click once on YES or NO.

If YES is selected, click the down arrow to the right of the Agency field, then select a Local
Agency by clicking once on the agency name. Click the green light icon to generate the
report.
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5 IR_FI_ISSUANCE: Previewer MmE R
File Wiew Help

228 Ex| @] bl e o el |2

Report Wame: IR FI ISSUANCE Arizona WIC Program =1

Report Date: 07/25/2000 FOOD INSTRUMENT ISSUAHCE Page 1
A1l Dispositions
A1l Local Agencies
Issue Dates From: 0170172000 Thru: 07/25/2000

Local Agency: 07 MARICOPA COUNTY DEFT OF PUBLIC HEALTH
Issue Date: DS5/01/2000
FI Humber Client ID  FP Type FI Type Disposition Dollar Amount Last Day to Use
000000100000 ISSUED, NOT CASHED § 24.a5 05/31/2000
000000100001 ISSUED, NOT CASHED §  z4.48 05/31/2000
000000100002 ISSUED, MOT CASHED §  24.45 05/31/2000
000000100003 ISSUED, NOT CASHED §  z4.a5 05/31/2000
000000100004 ISSUED, NOT CASHED §  z4.48 05/31/2000
000000100008 ISSUED, MOT CASHED 5 24.45 05/31/2000
000000100006 ISSUED, NOT CASHED §  24.45 05/31/2000
000000100007 ISSUED, NOT CASHED § 24.a5 05/31/2000
000000100008 ISSUED, MOT CASHED §  24.a8 05/31/2000
000000100009 ISSUED, MOT CASHED §  24.45 05/31/2000
000000100010 ISSUED, NOT CASHED § 24.45 05/31/2000
000000100011 ISSUED, NOT CASHED §  z4.48 05/31/2000
000000100012 ISSUED, MOT CASHED 5 z4.48 05/31/2000
000000100013 ISSUED, NOT CASHED 3 24.45 05/31/2000
000000100014 ISSUED, NOT CASHED § 24.a8 05/31/2000
000000100015 ISSUED, MOT CASHED 3 24.a5 05/31/2000
000000100016 ISSUED, MOT CASHED 3 z4.48 05/31/2000 i
000000100017 ISSUED, NOT CASHED § z4.45 05/31/2000
000000100016 ISSUED, NOT CASHED §  z4.45 05/31/2000
000000100019 ISSUED, MOT CASHED 3 z4.48 05/31/2000
000000100020 ISSUED, NOT CASHED § z4.45 05/31/2000
000000100021 ISSUED, NOT CASHED § 24.35 05/31/2000

0 T T G

1. Click the Previous, Next, First, Last, and Page icons at the top of the screen to move forward
and backward through the report pages.

2. Click the Print icon to print the report. To activate the system’s e-mail capabilities, click the
Mail icon.

3. Click the Close icon to exit the preview screen and return to the Food Instruments Menu
Screen. Click the New icon to view a new copy of the same preview screen.

4. If at any time you decide not to continue, click the Cancel button at the top of the dialog box.

Figure 17 — Food Instrument Issuance (1 of 2)
Fields

Output Device - The user may select (from a drop down list) screen, file, printer, mail, or
preview.

Filename - If file is selected (above), the directory and filename are entered.

Number of Copies - If printer is selected (above), the number of copies desired is entered.

Fields

Issue Date From/Thru - The date range that the report will query data from.

Choose specific Disposition - The user enters a yes or no response.

Disposition - The status of the food instruments to be queried can be selected from the list of
values.

Choose specific Local Agency - The user enters a yes or no response.

Agency - The Local Agency that issued the food instruments to be queried can be selected from
the list of values.

Calculations
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Issue Date — FI Count — Count Fls by disposition that were issued on the summary date.

Local Agency Totals — FI Count — Count Fls by disposition that were issued on any date within the date
range entered on the parameter screen.

Dollar Amount - If the “Redeemed” the actual redemption value is displayed in the dollar amount field. If
the disposition in “voided” or “rejected” the dollar amount is $0.
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Producing a Food Instruments Voided Report

To Produce a Food Instruments Voided Report:

1. Click on Outputs from the menu bar.
2. Click on Food Instruments Voided Report as shown below:

8 Arizona WIC Program - [Food Instruments] BE
@ Fl Processing  lnwentory  Tables WEMUENEN Exit Window =& ﬁj
Bank Interface 3

Daiy Food Instrument Log
EOD Batch Log
Food Instument lssuance

Food Instument Obligations
Food Instruments Paid

Fiod Instrm; ided
Food Package Compositions
Lost/Stolen 'WIC Food Instruments

Master/Subordinate Fl
|

Bejected Food Instruments
e Stock Tolerances Excesded i
- 4

The Food Instruments VVoided Window is displayed:

I8 IR_FODD_INSTR_VOIDED: Runtime Parameter Form [_[=] %]
File Edit View Help

Arizona Department of Health
WIC System

Report: FOOD INSTRUMENTS VOIDED

Output Device: [PREVIEY
Filename:

Humber of Copies: 1

Void Dates From: Thru:

Figure 19 — Food Instruments Voided
Produce the Voided Food Instruments Report
Complete the Report Runtime Parameter dialog box as described below.

1. Click the arrow to the right of the Output Device field to show a list of valid values and select
the output device at which to print the report by clicking that device name.
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2. If the report is to be sent to a file, enter a filename to which the report being generated will be
sent.

3. Select the number of copies of the report to print by typing that number in the Copies field.

4. Enter the Void Date From and Thru dates for which the report is being generated in the
following format: MM/DD/YYYY.

5. Click the green light icon to generate the report.

1 IR_FODD_INSTR_VOIDED: Previewer HEE
File “iew Help

292 B ® ] LE b b eell | 2

Report Hame: IR_FOOD IHNSTR VOIDED Arizona WIC Program
Report Date: 07/25/2000 FOOD THSTRUMENTS VOIDED Page 1
Void Dates From: 0170172000 Thru: 0772572000

Local Agency: 07 MARICOPL COUNTY DEPT OF PUELIC HEALTH

¥oid Reason FI Count
LOST OR STOLEN 3
HISPRINTED TEXT 10
NO-3HOW/ UNCLAIMED 1
PRINTED/NOT ISSUED 1
REPLACED/FOQOD PACEAGE CHG 3 (]

4 | 3

1. Click the Previous, Next, First, Last, and Page icons at the top of the screen to move forward
and backward through the report pages.

2. Click the Close icon to exit the preview screen and return to the Food Instruments Menu
Screen. Click the New button to view a new copy of the same preview screen.

If at any time you decide not to continue, click the Cancel icon at the top of the dialog box.

Fields

Output Device - The user may select (from a drop down list) screen, file, printer, mail, or
preview.

Filename - If file is selected (above), the directory and filename are entered.

Number of Copies - If printer is selected (above), the number of copies desired is entered.
Void Dates From/Thru - The date range voided FIs must fall into.

Calculations

Local Agency FI Count - Count VVoid_Food_Instrument
State Agency FI Count - Count Void_Food_ Instrument
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Producing a Refected Food Instruments by Local Agency Report

To Produce a Rejected Food Instruments Report:

1. Click on Outputs from the menu bar.
2. Click on Rejected Food Instruments by Local Agency Report as shown below:

£ Arizona WIC Program - [Food Instruments] [_ |5
@E\ Processing  lnventory  Tables WANGGIEN Exit ‘window -7 _’\j
Bank Interface }

Daiy Food Instrument Log

EOD Batch Log

Food Instument lssuance

Food Instument Obligations

Food Instuments Paid

Food Instuments Yoided

Food Package Composition

Lost/Stalen WIC Food Instruments
Master/Subordinate Fl Type

Rejected Food Instruments by Local Agency

a Stock Tolerance Exceeded

The Rejected Food Instruments Window is displayed:

9 IR_REJECTED_FI: Runtime Parameter Form HEE
Fille Edit View Help

gy EH|?

Arizona Department of Health

WIC System

Report: REJECTED FOOD INSTRUMENTS

output Device: [PREVIEW I
Filename:

Number of Copies: 1

Rejection Dates From: Thru:

Figure 20 — Rejected Food Instruments
Produce the Rejected Food Instruments Report
Complete the Report Runtime Parameter dialog box as described below.

1. Click the arrow to the right of the Output Device field to show a list of valid values and select
the output device at which to print the report by clicking that device name.

CMA Consulting Services 4-50 April 27,2007



Arizona AIM System Food Instrument Processing
Local Agency User Manual

2. If the report is to be sent to a file, enter a filename to which the report being generated will be
sent.

3. Select the number of copies of the report to print by typing that number in the Copies field.

4. Enter the Rejected Dates From and Thru for which the report is being generated, in the
following format MM/DD/YYY'Y.

5. Click the green light icon to generate the report.

¥ IR_REJECTED_FI: Previewer HEE
File “iew Help
228 @x ®R 6066 el | 2]
Report Hame: IR REJECTED _FI Arizona WIC Program =
Report Date: 0772572000 REJECTED FOOD THSTRUMEHTS

Rejection Dates From: 01/01/2000 Thru:07/25/2000

Local Agency: 07 NARICOPAL COUNTY DEPT OF PUBLIC HEALTH

FI Humber Client ID First Date Rejected Date Rejquested Amt. Vendor ID Rejected
Rejected Reason Rejected Amount Hum|
Ho. of Food Instruments Rejected: a Total Reguested Amount: $0.00

4 | 3

1. If Preview is selected, the report is displayed on the screen. The user will be able to redirect
the report output to another device depending on the configuration of the windows operating

system.

2. If, at any time, the user decides not to continue, click the Cancel icon at the top of the dialog
box.

Fields

Output Device - The user may select (from a drop down list) screen, file, printer, mail, or
preview.

Filename - If file is selected (above), the directory and filename are entered.

Number of Copies - If printer is selected (above), the number of copies desired is entered.
Rejection Dates From/Thru - The date range for rejected food instruments to be retrieved.

Calculations

# FlIs Rejected - Count Food_Instrument Rejected by reject reason
Rejected Amount - Sum Requested Amount by rejected reason
Total Number of Fls Rejected - Count Food_Instrument_Rejected
Total Rejected Amount - Sum Food_Instrument_Rejected
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Producing Lost / Stolen WIC Food Instruments

To produce Lost / Stolen WIC Food Instruments report:

1. Click on Outputs from the menu bar.
2. Click on the Lost / Stolen WIC Food Instruments as shown below:

8 Arizona WIC Program - [Food Instruments] _ |5
Bl FlProcessing Invertory Tables [JIMaNGY Erit Window =8| x
Bank Interface }
Daily Food nstrument Lag
EOD Batch Log

Food Instument lssuance
Food Instument Obligations
Food Instuments Paid
Food Instuments Voided
Fond Package Compasition

Lost/Sto Food Instruments
Master/Subordinate Fl Type
! Rejected Food Instruments by Local Agency
Stock Tolerance Exceeded

The Lost / Stolen WIC Food Instruments Window is displayed:

H IR_LOST_STOLEN: Runtime Parameter Form |- [ x]
File Edit “iew Help

B gx W2

Arizona Department of Health
WIC System

Report: LOST/STOLEN WIC FOOD INSTRUMENTS

Ooutput Device: PREVIEW jid

Filename:

Number of Copies: 11

First Date to Use From: I
Thru: I

Figure 21 — Lost / Stolen WIC Food Instruments Criteria
Produce the Lost/ Stolen WIC Food Instruments Report

1. Click the arrow to the right of the Output Device field to show a list of valid values and select
the output device at which to print the report by clicking that device name.

2. If the report is to be sent to a file, enter a filename to which the report being generated will be
sent.

3. Select the number of copies of the report to print by typing that number in the Copies field.
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Food Instrument Processing

4. Enter first date to issue From and Thru dates for which the report is being generated. The

dates must be in the format MM/YYYY.
5. Click the green light button to generate the report.

T IR_LOST_STOLEN: Previewer
File “iew Help

228 x| @] W W06 e |2

Report Hame: IR _LOST STOLEHW

Report Date: 0772572000

Local Agency: 07

FI # Participant

MARICOPA COUNTY DEPT OF PUELIC HEALTH

Arizona WIC Program
LOST/STOLEN WIC FOOD IHNSTRUMEHTS
First Date To Use From: 07/25/2000 Thru: 0772572000

Clinic: 16 CHANDLER WIC

First Date
To Use

Last Date

To Use Disposition

000000000001
000000100402

Miller,
Testcases,

Kevin

FPregnant

07/03/2000
07/17/2000

03/0&2/2000 WOQIDED
038/16/2000 YOQIDED

Authd

Hillg
Testg

D

1

»

1. Click the Previous, Next, First, Last, and Page icons at the top of the screen to move forward

and backward through the report pages.

2. Click the Close icon to exit the preview screen and return to the Food Instruments Menu
Screen. Click the New icon to view a new copy of the same preview screen.

Fields

Output Device - The user may select (from a drop down list) display (window), file or printer.
Filename - If file is selected (above), the directory and filename are entered.

Number of Copies - If printer is selected (above), the number of copies desired is entered.

First Date to Use From/Thru: This date range is used to narrow the search of Fls by limiting the

selection criteria to only Fls with a starting spend date in the date range.
Calculations

None
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Producing Daily FI Reconciliation Report
To produce Daily FI Reconciliation report:

1. Click on Outputs from the menu bar.
2. Click on Daily FI Reconciliation as shown below:

8 Arizona WIC Program - [Food Instruments] HE
@ Fl Processing  lnwentory  Tables WEMUEWEN Exit Window ‘:ngj
Bank Interface Daly Fl Bank Input
Daiy Food Instrument Log on
EOD Batch Log

Food Instument lssuance

Food Instument Obligations

Food Instuments Paid

Food Instuments Yoided

Food Package Composition

Lost/Stolen 'WIC Food Instruments
Master/Subordinate Fl Type

Bejected Food Instruments by Local Agency
e Stock Tolerance Evceeded

]

The Daily FI Reconciliation Runtime Window is displayed:

5 IR_DAILY_FI_RECONCIL: Runtime Parameter Form HEE
Fille Edit View Help

gy EH|?

Arizona Department of Health

WIC System

Report: DAILY FI RECONCILIATION CRITERIA

Ooutput Device: [PREVIEW ] ']
Filename:

Humber of Copies: |1

Figure 22 - Daily FI Reconciliation Report

Produce the Daily FI Reconciliation Report

1. Click the arrow to the right of the Output Device field to show a list of valid values and select
the output device at which to print the report by clicking that device name.

2. If the report is to be sent to a file, enter a filename to which the report being generated will be
sent.
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3. Select the number of copies of the report to print by typing that number in the Copies field.
4. Click the green light icon to generate the report.

B IR_DAILY_FI_RECONCIL: Previewer [_[=]=]
File  “iew Help

225 Ex| ®| W e Pl | 2]

Report Hame: IR DAILY BAWK OUTEUT Arizona WIC Program |
Report Date: 0772572000 DATLY FI BANK RECOHCILIATION
Local Agency: 07 MARICOPA COUNTY DEPT OF PUELIC HEALTH
Paid Reguested Replaced
FI Humber Issue Method Disposition FI Amount FI Amount FI Amount Error/Warni:

|

4 | 3

1. Click the Previous, Next, First, Last, and Page icons at the top of the screen to move forward
and backward through the report pages.

2. Click the Close icon to exit the preview screen and return to the Food Instruments Menu
Screen.

3. Click the New icon to view a new copy of the same preview screen.

Fields

Output Device - The user may select (from a drop down list) display (window), file or printer.
Filename - If file is selected (above), the directory and filename are entered.
Number of Copies - If printer is selected (above), the number of copies desired is entered.

Calculations

Count (Total Fls Paid) - Count Fls paid that were produced using the function indicated, On-
Demand, Batch

Paid - Sum Dollar amount of Fls paid that were produced using the function as indicated — On-
Demand, Batch.

Count (Total Fls not Paid) - Count Fls rejected by reject reason.

Rejected - Sum requested amount of FlIs rejected by reject reason.

Grand Total (Total FIs Paid — Count) - Count paid Fls that were produced by the Batch and the
On-Demand functions.

Grand Total (Total Fls Paid — Paid) - Sum Paid amount of FIs produced by the Batch and the
On- Demand functions.

Grand Total (Total FIs Not Paid — Count) - Count rejected of all Reject Reasons.
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Grand Total (Total FIs Not Paid — Paid) - Sum Requested amount of FlIs of all Rejected
Reasons.

Background Processes

This report summarizes the banking activity from the previous night’s EOD.
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Producing an EOD Batch Log
To produce EOD Batch Log:

1. Click on Outputs from the menu bar.
2. Click on EOD Batch Log as shown below:

£ Arizona WIC Program - [Food Instruments] HE
@ Fl Proceseing  lnwentory  Tables WEMUENEN Exit ‘window =18
Bank Interface 3
Daiy Food Ingtrument Log

EOD Batch Log

Food Instiument lssuance

Food Instument Obligations

Food Instuments Paid

Food Instuments Yaoided

Food Package Composition

Lost/Stolen 'WIC Food Instruments
Master/Subordinate Fl Type

Bejected Food Instruments by Local Agency
e Stock Tolerance Evceeded

]

The EOD Batch Log Runtime Window is displayed:

I IR_BATCH_LOG: Runtime Parameter Form [_[=]x]
File Edit “iew Help

gx @H|?

Arizona Department of Health

WIC System

Report:EQOD BATCH LOG REPORT

output Device PREV IE

Filename J

Humber of Copies |1

Dates Range From: [02/01/1999 | Thru: Jo2/01/1999 =]

4 | 3
Figure 23 - EOD Batch Log

Produce the EOD Batch Log

1. Click the arrow to the right of the Output Device field to show a list of valid values and select
the output device at which to print the report by clicking that device name.

2. If the report is to be sent to a file, enter a filename to which the report being generated will be
sent.
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3. Select the number of copies of the report to print by typing that number in the Copies field.

4. Enter dates into the Date Range From and Thru fields for which the report is being generated.
The dates must be in the format MM/YYYY.

5. Click the green light icon to generate the report.

I8 IR_BATCH_LOG: Previewer [_[=] %]
File “iew Help

528 Ex| ® [ [E 0w e=f | 2|

Report Hame: IR BATCH LOG Arizona WIC program =
Report Date: 0772572000 EOD BATCH LOG
Date Range Frow: 0270171999 Thru: 01/1272000

Local Agency: OFFICE OF NUTRITICN SVCS, NUTRITICN ASSISTANCE PROG SEC

Clinic: g7 MARICOPL COUNTY DEPT OF PUBELIC HEALTH
User Hame: Serial Humber Range:
FISTINEER, MiALI test low sc To test high sc

State Total Humber of Times Function Run: 3
State Total Humber of FI's Batched: 3700

| | 3

1. Click the Previous, Next, First, Last, and Page icons at the top of the screen to move forward
and backward through the report pages.

2. Click the Close button to exit the preview screen and return to the Food Instruments Menu
Screen.

3. Click the New button to view a new copy of the same preview screen.

Fields

Output Device - The user may select (from a drop down list) display (window), file or printer.
Filename - If file is selected (above), the directory and filename are entered.

Number of Copies - If printer is selected (above), the number of copies desired is entered.
Date Range From/Thru - The date range selection.

Calculations

None
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Producing a Food Package Composition Report

To produce Food Package Composition report:

1. Click on Outputs from the menu bar.
2. Click on Food Package Composition as shown below:

8 Arizona WIC Program - [Food Instruments]
@ Fl Processing  lnventory  Tables WEUONEN Exit ‘Window
Bank Interface }
Daiy Food Instrument Log
EOD Batch Log
Food Instument lssuance
Food Instument Obligations
Food Instiuments Paid
Food Instuments Voided

Food Package Composition

Lost/Stalen WIC Food Instuments
Master/Subordinate Fl Tupe

Rejected Food Instruments by Local Agency
e Stock Tolerance Evceeded

q

The Food Package Composition Runtime Window is displayed:

ﬁ IR_FOOD_PKG_COMPOSIT: Runtime Parameter Form
Fille Edit View Help

gy EH|?

MG
I8

- [5]x]

Arizona Department of Health
WIC System

Report: FOOD PACKAGE COMPOSITION

output Device: (PREVIEY ] -]
Filename:

Humber Of Copies: 11

Type: |sTanparp =l

Figure 24 - Food Package Composition Report

Produce the Food Package Composition Report

1. Click the arrow to the right of the Output Device field to show a list of valid values and select

the output device at which to print the report by clicking that device name.

2. If the report is to be sent to a file, enter a filename to which the report being generated will be

sent.
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3. Select the number of copies of the report to print by typing that number in the Copies field.

4. Tab to the Type field and use the drop down arrow to select the type of food package the
report will display. The options are Standard, Custom or Both.

5. Click the green light icon to generate the report.

I IR_FODD_PKG_COMPOSIT: Previewer [_[=] %]
File “iew Help

528 Ex| ® [ [E 0w e=ll | 2|

Report Wame: IR FOOD PEG coMposIT ArizZona WIC Program i
Report Date: 07/25/2000 FOOD PACKAGE COMPOSITION Page 1

FOOD PACKAGE TYPE: BOTH
Homen
Category: EN
Food Package: Li000001

FI Type: O00SZ0LL

Food ID Description Quantity Unit of Measure

100 OZ (UP TO 36 OZ) WIC CEREAL (NOT 36  OUNCE, FLUID OR DRY
THF ANT) |
150 OZ (UP TO 1§ OZ) PEANUT BUTTER 18  OUNCE, FLUID OR DRY
170 CAN (6 OZ EACH) WATER-PACK TUNA 4  OQUNCE, FLUID OR DRY
210 FRESH OR FROZEN CARROTS 4 FOUND
OR
212 CAN {(UP TO 20 0OZ EACH] CANNED CARROTS 4 OUNCE, FLUID OR DRY

FI Type: 0O00SZ1hL

Food ID Description Quantity Unit of Measure

100 QZ (UP TO 36 ©OZ) WIC CEREAL (NOT 36 QOUNCE, FLUID OR DRY
INFANT)

151 LE DRIED BEANS/PELS/LENTILS 1 POUND

1i7o CAMN (6 OZ EACH) WATER-PACE TUNAL 4 QUNCE, FLUID OR DRY

210 FREZH OFR FROZEN CARROTSZ 4 POUND

OR
21z CAMN (UP TO Z0 OE EACH) CAMNED CARROTS 4 OUNCE, FLUID OR DRY ‘J
| I 3

1. Click the Previous, Next, First, Last, and Page icons at the top of the screen to move forward
and backward through the report pages.

2. Click the Close icon to exit the preview screen and return to the Food Instruments Menu
Screen.

3. Click the New icon to view a new copy of the same preview screen.

Fields

Output Device - The user may select (from a drop down list) display (window), file or printer.
Filename - If file is selected (above), the directory and filename are entered.

Number of Copies - If printer is selected (above), the number of copies desired is entered.
Type - The type of food packages the report will display. The options are Standard, Custom or
Both.

Calculations

Category Total - Count Food Packages by category

Women Total - Count Food Packages by all Women Categories
Infant Total - Count Food Packages by all Infant Categories
Children Total - Count Food Packages for all Children Categories
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Producing a Stock Tolerance Report

To produce Stock Tolerance report:

1. Click on Outputs from the menu bar.
2. Click on Stock Tolerance as shown below:

£ Arizona WIC Program - [Food Instruments] HE
@ Fl Proceseing  lnwentory  Tables WEMUENEN Exit ‘window =18
Bank Interface 3
Daily Food Ingtrument Log
EOD Batch Log

Food Instument lssuance

Food Instument Obligations

Food Instuments Paid

Food Instuments Yaoided

Food Package Composition

Lost/Stalen WIC Food Instuments
Master/Subordinate Fl Tupe

Rejected Food Instruments by Local Agency

The Stock Tolerance Runtime Window is displayed:

B IR_STOCK_TOLERANCE: Runtime Parameter Form

File Edit View Help
g | B0 2

Arizona Department of Health

WIC System

Report: STOCK TOLERANCE EXCEEDED

output Device: PREVIEW §d

Filename:

Humber of Copies: [

Date Range From: Thru:

Figure 25 - Stock Tolerated Exceeded Report

Produce the Stock Tolerance Report

1. Click the arrow to the right of the Output Device field to show a list of valid values and select
the output device at which to print the report by clicking that device name.

2. If the report is to be sent to a file, enter a filename to which the report being generated will be
sent.
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3. Select the number of copies of the report to print by typing that number in the Copies field.

4. Enter the dates into the Date Range From and Thru fields for which the report is being
generated. The dates must be in the format MM/YYYY.

5. Click the green light icon to generate the report.

I8 IR_STOCK_TOLERANCE: Previewer [_[=] %]
File “iew Help
2250 ExX @ EE6H]|rel |2
Report Hame: IR STOCK TOLERAHCE Arizona WIC Program =
Report Date: 0772572000 STOCK TOLERAHCE EXCEEDED REPORT
Date Range From: 0170172000 Thru: 0772572000
Stock Tolerance Exceeded
Local Agency : a7 HMARICOPA COUNTY DEPT OF PUBLIC HEALTH
Clinic : o1 ROOSEVELT WIC
Inventory Date Actual Inventory Expected Inventory Current Percentage
01/01/2000 30000 25000 7.00%
07/01/1998 1000 18000 6.00%
0340141933 8000 7500 9.00%
0z2/01/1998 20000 18000 9.00% —
Clinic : o5 SUNNYSLOPE WIC
Inventory Date Actual Inventory Expected Inventory Current Percentage
12/12/1999 100000 100000 0.00%
Clinic : 12 SEVENTH AVENUE WIC
Inventory Date Actual Inventory Expected Inventory Current Percentage
; 1 1/199 3124635747 3124638747 i 0.00% 'J
1 3

1. Click the Previous, Next, First, Last, and Page icons at the top of the screen to move forward
and backward through the report pages.

2. Click the Close icon to exit the preview screen and return to the Food Instruments Menu
Screen.

3. Click the New icon to view a new copy of the same preview screen.

Fields

Output Device - The user may select (from a drop down list) display (window), file, or printer.
Filename - If file is selected (above), the directory and filename are entered.

Number of Copies - If printer is selected (above), the number of copies desired is entered.
Date Range From/Thru: Dates used to narrow the search for stock inventories.

Calculations
None

Background Processes

For the top half if the report the system finds all clients where the last inventory performed during
the date range exceeded the stock tolerance percentage and for each clinic found, displays the last
four inventories that were performed. For the bottom half of the report, the system finds all
clinics that have not performed an inventory during the specified date range.

CMA Consulting Services 4-62 April 27,2007



Arizona AIM System Food Instrument Processing
Local Agency User Manual

Producing an Active Food Package Listing Report

To produce an Active Food Package Listing report:

1. Click on Outputs from the menu bar.
2. Click on Active Food Package Listing as shown below:

£ Arizona WIC Program - [Food Instruments]

Active Food Package Listing

The Active Food Package Listing Window is displayed:

'&: IR_FP_LIST: Runtime Parameter Form

Figure 26 - Active Food Package Listing Report
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Produce the Active Food Package Listing Report

1. Click the arrow to the right of the Output Device field to show a list of valid values
and select the output device at which to print the report by clicking that device name.

2. If the report is to be sent to a file, enter a filename to which the report being
generated will be sent.

3. Select the number of copies of the report to print by typing that number in the Copies
field.

4. Click the green light icon to generate the report.

£ IR_FP_LIST: Previewer ==

File Yiew Help

225 | Ex|®& | EHEDL | rf

?

Report: IR FP LISTIHG Arizona WIC Program Report Ho: IR0726 [

Report Date: 0270172006 Active Food Package Listing Page: 1

Food Pkg ID Description Categories

LEOOO487 Ah90z522

AA301875 ALIMENTUM, 32 OZI RTF, 1& CAN, INFANT 0-5 MO IFF IFN

AA202877 ALIMENTUM, 32 OZI RTF, 12 CAN, INFANT &-12 HO IFF IFN

GJooooe’ ALINENTUN, 32 ©ZI RTF, 25 CAN (6 CALNS/CHECE),
INFANT 0-5 MO

AAD03880 ALIMENTUM, 32 O RTF, 25 CAN, CHILD &£ WOMAN C1 C2 C3 C4 EN P PGl PGZ PN

AAS0Z2574 ALINENTUM, 32 ©Z RTF, 25 CAN, INFANT 0-5 HNO IFF IFN

Las0z874 ALIMENTUM, 32 OI RTF, 25 CAN, INFANT 0O-5 MO IFF IPN

AAS04573 ALINENTUM, 32 ©Z RTF, Z5 CAN, INFANT 6-11 HNO3, IFF IFN

4F T
Las03876 ALIMENTUM, 32 OI RTF, 25 CAN, INFANT 6-12 MO IFF IPN
AA90E376 ALINENTUM, 32 ©Z RTF, Z5 CAN, INFANT 6-1Z HNOC IFF IFN
-
< I 3
5. Click the Previous, Next, First, Last, and Page icons at the top of the screen to move
forward and backward through the report pages.

6. Click the Close icon to exit the preview screen and return to the Food Instruments

Menu Screen.

Fields

Output Device - The user may select (from a drop down list) display (window), file, or printer.
Filename - If file is selected (above), the directory and filename are entered.

Number of Copies - If printer is selected (above), the number of copies desired is entered.
Calculations

None

CMA Consulting Services 4-64 April 27,2007



Arizona AIM System

Food Instrument Processing
Local Agency User Manual

Background Processes
None

CMA Consulting Services 4-65 April 27,2007



Arizona AIM System Food Instrument Processing
Local Agency User Manual

List of Figures

Figure 1 - Food Instruments SPIash SCIEEN ........cveiiii i 11
Figure 2 — On Demand FOOd INSEIUMENTS. ........viieieieiee s eee e et snesre e eneennees 12
Figure 3 — Breastfeeding SUrVEIllanCe POP-UP ......cooiiiiiiiieieie et 13
Figure 4 - Linking Mothers and Infants POP UP ..o 14
Figure 5 — Batched FOOA INSIFUMENTS ........ciiiiiiieieie ettt b e et nnene 18
Figure 6 — VOId/Return FOOO INSEFUMENTS. ......couiiiiiaieiieie ettt 21
Figure 7 — Existing FOOd INStrUMENT MESSAGE.......cuveiverierieitinieaieeie ettt sttt sttt sbe e ee s 24
FIQUIE 8 — TESE PIINT ...ttt e bbbt bt bt b et e b et e ebesbe et ene e e nnas 28
Figure 9 — BatCh FI PICK-UP .....cciiicicecce ettt sttt be e neeneeneneas 30
L o U I 0T I oY) O o T PSS 32
Figure 11 — FI LOOK-UP (FI PIEVIEW) ...uiiuviieeeieiecie ettt st sttt st st ena e nnaanaennennas 33
Figure 12 — FI Look-Up (Rejected ReasoNS POP-UP) ...vcveieierereiisiieseseseee ettt sne s 34
Figure 13 — StOCK INVENTOTY ..o.veiiiieccesc e e ettt a s et et e besnesreaneeneeneenrs 36
FIQUIE 14 — SEOCK USBJE ...ttt eb et b e bbb bbb bt eb e e et e sbe et e abe et 38
FIgure 15 — UNISSUEH VOIUS ......coueiiiiiiiiieictiie ettt ettt bbb et sbenn et snennene 40
Figure 16 — Daily FOOd INStIUMENT LOG.....c..ciiiiiiiieiieiiiieieete ettt sne e 42
Figure 17 — Food Instrument 1SSUANCE (1 OF 2) .....couviiiiiiiiiieeeee e 44
Figure 18 — Food Instrument 1SSUANCE (2 OF 2) ......ouiiiiiiiiiiieeee e 45
Figure 19 — FOOd INStrUMENTS VOIUB........cueiuiiiiiiiie ettt bbb e 48
Figure 20 — Rejected FOOO INSITUMENLS .......eiiiiiiiie ettt sttt sr et sn e te e eneesrennas 50
Figure 21 — Lost / Stolen WIC Food INStruments Criterial.........cccveiveveieiesisiesesiesieesie e sie e se e esaeseens 52
Figure 22 - Daily F1 ReConCIliation REPOIT ........ccviiiiiiiiiiie ettt sttt 54
Figure 23 - EOD BaAtCh LOQ ..vviuvevieiiieieisiise ettt ettt sttt et snesreaneeneennenns 57
Figure 24 - Food Package CompoSition REPOIT........cueiiiiiiiriieiiseeeee ettt se et eneeseees 59
Figure 25 - Stock Tolerated EXCeeded REPOIt........cvcviieie i 61
Figure 26 - Active Food Package LiSting REPOIT..........coieiiiiiiiineeie et 63

CMA Consulting Services 4 - 66 April 27,2007



	April 27, 2007 
	Chapter 4 – Food Instrument Processing 
	Capabilities 
	Purpose 

	General Description 
	Track Current Status of Food Instruments 
	Consolidate Food Instrument Issuance Data 
	Check for Redeemed but Unissued Food Instruments 
	Maintain Valid Food Instrument Numbers 
	Void Unissued Food Instruments 
	Maintain Food Instrument Stock Inventory 

	Maintain Valid Food Instrument Dates 
	Provide Not to Exceed Amount 
	Automated Voiding of Out of Date Food Instruments 
	Consolidate Issuance and Payment Information  
	Capture FI Rejection Information 

	Provide Food Instrument Status to Local Agencies 
	Provide Void Capabilities 
	Void Food Instruments 
	Formula Replacement 

	 
	Calculate Reasonable Obligation Value 
	Support Interface with Banking Services 
	Update Fiscal Intermediary Data 
	Provide Prompt Capture of Food Instrument Issuance 
	Provide Food Instrument Processing Data 
	Automated Edits 
	Reconcile Redeemed Food Instruments 
	Maintain Food Instrument Amount 
	Maintain Vendor Information 

	Produce Food Instrument and Bank Interface Reports 
	Produce Daily Food Instrument Log 
	Produce Rejected Food Instruments Reports 
	Produce Food Instruments Voided Report 
	Produce Food Instrument Issuance Report 
	Produce Food Instruments Paid Report 
	Produce Food Instrument Obligation Report 
	Produce Daily LA Posting Report 
	Produce Daily FI Bank Reconciliation Report 
	Produce Daily FI Bank Input Report 
	EOD Batch Log 
	Master Subordinate FI Type Report 
	Food Package Composition Report 
	Lost/Stolen WIC Food Instruments Report 
	Stock Tolerance Exceeded Report 


	Maintain Food Package Data 
	Food Instrument Production On Demand 
	Print Food Instruments On Demand 
	Print Food Instruments for Multiple Months 
	Print Reduced Quantity Food Instruments 
	Print Food Instruments for Economic Unit/Client 
	Print Food Instruments In Advance 
	Batch Food Instrument Production and Pickup 

	Monitor Food Instrument Stock 
	Vendor Food Instrument Lookup 
	Monitor Food Instrument Issuance 
	Monitor Food Instrument Usage 

	Support Food Instrument Redemption Processing 
	Support Food Instrument Redemption Processing 
	Track Obligation Value 
	Provide Test Printing Capabilities 

	Description of Food Instrument Functions 
	Producing On Demand Food Instruments 
	Issue On Demand Food Instruments 
	Additional pop-up screens may display prior to the display of the complete On Demand screen.  The factors that generate the pop-ups depend on the client’s category and the navigation steps taken to get to the On Demand screen. 

	Breastfeeding Surveillance Pop-Up 
	Linking Mothers and Infants 

	Producing Batched Food Instruments 
	Issue Batched Food Instruments 
	Issue Batched Food Instruments for a Given Clinic and Time Period 

	 
	Voiding/Returning Food Instruments 
	Display Voided FI Information for Client and Reissue a Returned Food Instrument 
	 Performing Formula Replacement 
	 
	 Test Printing Food Instruments 
	Press Print button to test print. 



	 
	 Batch Food Instrument Pickup 
	Record a Batch Food Instrument Pickup 
	Fields 
	Check Boxes 

	 Looking up a Food Instrument 
	Look Up Food Instruments 
	Figure 10 – FI Look-Up 
	Fields 

	Figure 11 – FI Look-Up (FI Preview) 
	Figure 12 – FI Look-Up (Rejected Reasons Pop-Up) 


	Inventorying Stock 
	Maintain Stock Inventory 
	 
	Fields 



	 Stock Usage 
	Maintain Stock Usage 

	 Recording Unissued Voids 
	Maintain Unissued Voids 
	Fields 


	Producing a Daily Food Instrument Log  
	Produce the Daily Food Instrument Log 
	Fields 
	Calculations 



	Producing a Food Instrument Issuance Report 
	Produce the Food Instrument Issuance Report 
	Calculations 


	 Producing a Food Instruments Voided Report 
	Produce the Voided Food Instruments Report 

	Producing a Rejected Food Instruments by Local Agency Report 
	Produce the Rejected Food Instruments Report 
	 


	 Producing Lost / Stolen WIC Food Instruments 
	Produce the Lost / Stolen WIC Food Instruments Report 
	Calculations 




	 Producing Daily FI Reconciliation Report 
	Produce the Daily FI Reconciliation Report 
	Calculations 
	 Producing an EOD Batch Log 
	Produce the EOD Batch Log 
	Calculations 


	 
	Producing a Food Package Composition Report 
	Produce the Food Package Composition Report 
	Calculations 

	Produce the Stock Tolerance Report 
	Produce the Active Food Package Listing Report 


	List of Figures 



